





ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A B c 0 

AUTOMATIC MARGINS 

Simple one-hand YES NO NO YES NO 


one-ste p operation, 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NU 
if motor is ON or OFF 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


E oR CONTROL 
Ruaiasceection of errors YES «NOD ONO ONO OUND 


and line jus tific ation 


Bo QM MARGIN INDICATOR 
af ye accurately YES NO NO YES NO 


indicates bottom margin 


88 CHARACTER KEYBOARD 
Standard at YES NO YES NO YES 


no extra charge 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO NO 


natural movements of fingers 


ROLL-FREE ACTION 

Releases typebar cams YES NO YES NO NO 
with no “scuffing” action, 

SAFETY COVER 

Motor shuts off when cover YES NO NO YES YES 


is raised to change ribbon, 


CUSHIONED J H 
Eliminates ja nsitive finger YES NO NO NO NO 


tips at ond of oaths stroke 


THE WORLO’S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO NO 








BEFORE YOU BUY, COMPARE SMITH-CORONA 
WITH ANY OTHER ELECTRIC TYPEWRITER MADE! 


Feature for feature, point for point, compare Smith-Corona 
with any other electric on the market, and you'll see why the 
Smith-Corona is far superior to every other brand! Before 
you buy an electric typewriter, call for a demonstration of 
the many exclusive features that make Smith-Corona today’s 
most advanced electric typewriter! 


Smith-Corona Electric 

















Mailing errors 
cause gripes! 


Nobody likes to get “Postage Due” letters, 
pay extra postage on your mail, especially 
now with postage rates up as much as 33% 
per cent. If your mail scale underweighs, 

you may be annoying your customers, 
losing good will for your firm. 

On the other hand, if your mail scale is over- 
weighing—the extra 4¢ per letter can waste 

quite a lot of money ina year. You just 
can’t afford an inaccurate mail scale! 


Get a Pitney-Bowes Mailing Scale. 

Its automatic pendulum mechanism stays 
accurate, registers fast and exactly. 

Big chart markings are easy to read, leave 
no area of doubt. Mailing is faster and 
easier. And a PB Scale soons pays for itself 
in postage saved, errors avoided. 

Models for every office, large or small, 
including a 70 lb. capacity parcel post scale. 
Ask the nearest Pitney-Bowes office 
to show you, or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart of latest Postal 
Rates, with parcel post map and zone finder. 


=— PITNEY-BOWES PItNEY-BowEs, INC. 
3477 Walnut Street 


| 

7 = 

Mailing Stamford, Conn. 
Scales Send free booklet rate chart 


PitNEY-BowEs, INC. Name 
3477 Walnut St., Stamford, Conn. 
Originator of the postage meter... Address 
offices in 121 cities in U.S. and Canada. —— a a oe oe ee oe 
For More Information Circle No. 329 
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Boost human efficiency up to 25% with BUSINESS WORK 


CENTERS planned, furnished and decorated by GF 


“It’s surprising how much you can increase 
the efficiency of office workers—if you con- 
sider all the factors involved”, says psychol- 
ogist Ira Friedman. “Improve such physical 
aspects as furniture and its arrangement; 
improve such mental aspects as pride in 
environment—and watch productivity rise.” 

GF desks, for example, can help cut 
operating costs in your offices. Four com- 
plete lines, each with a full complement 
of accessories can be tailored to the precise 
requirments of every office job. And only 


GF, world’s largest maker of metal business 
furniture, offers complete planning, design 
and decorator services that take into con- 
sideration, not just space utilization and 
work-flow, but the many human factors 
that make for efficiency. 

An informative booklet, “PLAN TO 
Prorit From Your Orrice INVESTMENT”, 
is yours for the asking. Just call your GF 
branch or dealer, or write The General 
Fireproofing Company, Department L-24, 
Youngstown 1, Ohio. 


GENERAL FIREPROOFING 


(SB) f"- MODE MAKER, GEWERALAIRE, 1600 LINE DESKS - GOODFORM CHAIRS - SUPER-FILER - DRAFT.A-MATIC « SHELVING + PARTITIONS 
METAL BUSINESS FURNITURE 


0. 325 
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Bice It Pay to Service Your Own Office Machines? 12 
How one office set up its own machine repair department—how it 
operates, what it costs, and the results it achieves. The author also 
describes his company’s machine trade-in policy. BURTON W. HALL 


Office Work in a Big City Zoo 
The average visitor seldom thinks of the amount of clerical work neces- 
sary to maintain a zoo. A dozen different offices handle the paperwork 
of the New York Zoological Society. H. F. SCHIEMANN 


All Ad Agency’s Accounting Is Mechanized 
Accounts payable time was reduced by three-fourths. Billing time was 
cut by two-thirds. Personnel costs were lowered. Reports to clients 
are now more complete. FriEDA M. OLSON 


What’s Sacred About a Letter? 
Why does business annually file billions of letters, and copies of letters, 
and never look at most of them again? Why doesn't business file records 
of its telephone conversations? Does a letter awe you? 
WILLIAM WERNER BRADFORD 


Training Is Easier When You Know How People Learn 
Employee training can be quicker and more economical when basic 
principles of learning are incorporated in the training program, be it 
individual or group instruction. ERNEST W. Fair 


Better Internal Communication Means Better Customer Service 
With a substantial increase in business and paperwork volume, a 
pneumatic tube system saves time and money in this financial office. 
Putt HirscH 


Machine Accountants Conference 


End-to-End Labels Speed Up Addressing Stechinn Operation 
When used with an automatic feeder, these labels increased a depart- 
ment store’s addressing operation by 200%. FRANK CONSOLE 


How to Get More Accounting Detail at No Extra Cost 
“If we were to produce all of our present reports in like detail, utiliz- 
ing our previous procedure, our costs would be at least twice as high 
as they are now.” 

Your Data Processing Organization 15 Years from Now 
No enterprise is static. As it changes, its organization must change. 
The increasing importance of data processing, its growing volume and 
greater complexity, demand new organizational planning. C. 1. KEELAN 

Annual NOMDA Convention Opens in Cincinnati June 21 

Semiannual Index to THE OFFICE 


THE OFFICE Product Index ; 7 New Products 

New Books 31 Literature from the Manufacturers 

Camera! 51 News of the Office 

Automatic Systems i News of the Industry 

Right or Wrong in Employee Relations 143 National Conference & Exhibit Calendar 
As We See It 244 


CIRCULATION OF THIS ISSUE OVER 52,000 
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TIME - MONEY - EFFORT 


witha Ssaplex 
AUTOMATIC ELECTRIC STAPLER 


Get a fast, accurate, dependable 
Staplex to do all your stapling. 
Don’t let work pile up . . . don’t 
waste irreplaceable minutes with 
antiquated stapling methods. Get to 
that job with Staplex . . 
get it out in record time! 


. and you'll 


Staplex is completely automatic 
...banishes boredom and fatigue 
... boosts employee morale... puts 
dollars in your pocket with savings 
in time, money and energy. 


Send this coupon today! 


THE Stoplex COMPANY 


775 Fifth Ave., Brooklyn 32, N.Y. 


[] Show me STAPLEX in action! 
[_] Send me further information 


NAME a 
COMPANY 


ADDRESS 
© 1959 The Staplex Company 


For More Information Circle No. 305 





BUSINESS FURNITURE 


on No. 325 


William Schulhof, Publisher 
William R. Schulhof, Editor 
James Gorman, Managing Editor 


* 
ADVERTISING OFFICES: 
New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 


Illinois & Wisconsin: Fred E. Zindier, 20 N. Wacker 
Drive, Chicago 6, Illinois. ANdover 3-2668 


Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 265 


California: Douglas C. Lance, 1948 Highland Oaks 
Drive, Arcadia, Calif. ELgin 5-6769 


Direct inquiries from other areas to 
New York office. 


* 


Subscriptions: one year $3; two years $5 to U.S. & 
Possessions. Foreign: one year $4; two years $6. 
35¢ a copy. 


* 


Tue Orrice is published the first of every month 
by Office Publications, Inc., 232 Madison Ave., New 
York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub- 
lication at East Stroudsburg, Pa. Printed in U.S.A. 
®Office Publications, Inc. Entire contents 
©Copyright 1959, Office Publications, Inc. All 
Rights Reserved. Founded 1935, 


Also publishers of : 

La OFICINA (Spanish language annual) 
OFFICE EQUIPMENT EXPORTER (annual) 
The CANADIAN OFFICE (published monthly 
in Canada) 

Member of: 


NB PD National Business Publications, Inc. 


Business Publications Audit of Circulation, Inc. 
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_ A photo-offset master made 
in 1 minute for less than 20¢ 


Low-cost Verifax Offset Adapter 
Teams Up with any Verifax Copier! 


First, 
up” 


this Kodak combination lets you “ 
at lowest cost. 


set 
Then it lets you turn out 
offset masters at lowest cost. Ideal when speed 
and economy are of prime importance. 
Used by thousands of companies for quick, 
internal distribution of information—a thou- 
sand copies or a few. Plays key role in many 
systems operations. Compact—use anywhere 
on table or desk. can make 
offset masters after afew minutes’ instruction. 


Easy —anyone 


Phone your Verifax dealer for demonstra- 
tion or mail coupon. 


Verifax Copying 


DOES MORE... COSTS LESS .. . MISSES NOTHING 


eeeeeee MAIL COUPON «ee eeee 08 
Eastman Kodak Company 
Business Photo Methods Division 
343 State Street, Rochester 4, N.Y. 
Please send free literature 
Verifax Offset Method. 


nearby dealers. 


describing 

Also names of 
213-6 

Name 





Position 








Company 


Street 





S| 


Stat 





For More Information Circle No. 289 
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How about a new Letterhead? 


Perhaps it’s time 
for a fresh design 
and a bright new 


WESTON paper 


Your printer, advertising agency or 
letterhead designer will gladly sug- 
gest a new design and a paper of 
appropriate quality from the com- 
plete family of Weston cotton fiber 
letterhead papers — including Old 
Hampshire Bond (Extra No. 1, 
100%), Defiance Bond (100%), 
Winchester Bond (50%), Weston 
30nd (25%) and Weston’s Hand 
Weave (25%). Write Dept. OF 


for samples. 


. _ 
SSeS tae 


E SG t8 © 


Better Papers are made with cotton fiber 


BYRON WESTON COMPANY 
Dalton, Massachusetts 


Makers of Papers for Business Records Since 1863 


” WESTON earces 


Leading Makers of: LETTERHEAD PAPERS « POLICY PAPERS » LEDGER PAPERS « INDEX BRISTOLS 


For More Information Circle No. 250 


a a 
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This index, prepared for your convenience, lists the products and services adver- 

tised in this issue. Refer to pages listed for information on each. Further details 

can be had by writing manufacturer direct, or by use of reader inquiry card. 

All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE PRODUCT PAGE 


ACCOUNTING BOARDS CAMERA 


RIE as toa teG gece cuwoses sacs. Se eeee 43 
Royal McBee ................ 182 Meteorite 


ACCOUNTING MACHINES CALCULATORS 


Burroughs ... Monro-Matic 
National .... Plus 


President Plus Diehl 
Torpedo Totalia 
Transflo 


Victor 
ACCOUNTING SUPPLIES 


Accountants § ly H 
ee CALENDARS 


Gver fend 
ADDING MACHINES ee 


Addo-x ; 
Multisumma ere CARBON COPY SETS 
Unistroke cnamee Carbonsets 

Duplisette 
ADDRESSING EQUIPMENT occ ll 
Multistamp ea 
Quik-Stripper Jr. 
Speed-O-Print CARBON PAPER 
Golden Dawn 
BALLPENS Grip-N-Pull 
All-Rite 
Ink-Stik 
ee CASH DRAWERS 


Indiana 
BINDERS 


Accogrip 


Faultless .. CASH REGISTERS 
GrayLine 
Jiffold .... Ragne 


BINDING, PLASTIC CASH REGISTER PARTS 
Plastico Cashere 


BLUEPRINT FILES ; CHAIR MATS 

Confidential .. Maso 
Prestige 

BOOKCASES 

Maso ..... CHAIRS 
Bevco 

BRIEFCASES —e 


Cramer 
Tufide ... ; GF 
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PRODUCT 


CHECKSIGNERS 
Ajax 
Nippo 


CLEANING CLOTHS 
Masslinn 


COLLATORS 
Collamatic 
Heinz 
Thomas 


CONTROL BOARDS 


Boardmaster 
Visual Magnetic 


COPYHOLDERS 
Rite-Line 


COPYING MACHINES 


Contouramatic 
Copease 
Copycat 
Director 
Flo-Matic 
Kenro 
Meteorite 
Photostat 
Printess .. 
Quick Silver 
Thermo-Fax 
Verifax 
Viking 

Xerox 


COUNTERS, TABULATING 
Vary Tally 


DARKROOM EQUIPMENT 
Dustroyer 201 


DATA PROCESSING, Automatic 
Burroughs 115 
Justowriter 190 
Mac Panel 110 
Markes 114 
Punchwriter 





PRODUCT 


Storms 
Swapshop 
Tape-File 
Telepunch 
Teletype 


PAGE 


203 
203 
it 
120 
16, 17 


DATING STAMPS 
Ajax 
Force 


DESK ACCESSORIES 
Ever Ready Calendars 


DESKS 
Cole 

GF 
Rotor-File 


DESK TOP CLEANER 
Lin-O-Kleen 


DICTATING MACHINES 
Coronet 

Minifon 

Norelco 

Rex Recorder 

Scribe 

StenOtape 

Time-Master 


DRAFTING EQUIPMENT 
Grifhold 


DUPLICATING SERVICE 
Magi-Copy 


DUPLICATING SUPPLIES 


Klean Write 
Tempo 


DUPLICATORS, OFFSET 
Dav-A-Matic 
A. B. Dick . 
Ditto 
Masterlith 
Multilith 


145 

26, 27 

Inner Back Cover 
152, 153 

134 


DUPLICATORS, SPIRIT 


Conqueror 
Piccolo 


DUPLICATORS, STENCIL 
Multistamp 

Rex-Rotary 

Tempo-Geha 


DUST INHIBITOR 


Dustroyer 201 


ELECTRIC OVERFLOOR 
Electriduct 


CORDS 
210 


PRODUCT 


ENVELOPE OPENER 
MailOpener 


ENVELOPES 


Dayton 
Outlook 
U.S.E 


116, 117 
231 
185 


ERASERS 


EraserStik 
Jet 


EXPENSE ACCOUNT SYSTEMS 


Common Sense 201 
Traveletter 91 


FILING SUPPLIES 
Accogrip 

Avery 

Opnwindo Tabs 
Smead 


FILES 

Acme Visible 
Atlas 

Cole 
Confidential 
Diebold 
Estey 
File-O-Matic 
GF 

Liberty 
Midwestern 
Pronto 
Revo-File 
Rotor-File 
Spacefinder 
Tape-File 
Ultr-A-File 
Verti-File 


FOLDING MACHINES 
Fold-O-Matic 
Pitney-Bowes 


FORMS 


Bedinghaus 
Continuous 
Formscard 
International 
Moore 

Stevenson & Smith 


FORMS HOLDERS 


Saunders 


HAND CLEANER 
Clean Hands 


INSERTING MACHINES 


Pitney-Bowes 94, 95 


PRODUCT 


KNIVES 
Grifhold 


LETTERHEAD ENGRAVING 
Dewberry 


MACHINE CART 
Wheelit 


MACHINE CONTROL PANELS 


Mac Panel 110 


MACHINE INSTRUCTION FORMS 
Pro-Forms 200 


MACHINE STANDS 


Maso 


MAIL BAGS 
Security 


MAIL SCALES 
Pitney-Bowes 


MARGINAL PUNCHED CARDS 


Stevenson & Smith 231 


MICROFILM EQUIPMENT 


Photostat 
Thermo-Fax 


NAMEPLATES 
Autographs 


NUMBERING MACHINES 
Ajax 
American 


OFFSET EQUIPMENT 

(Also see Duplicators, Offset) 
Atlas beeen 230 
Dustroyer 

File-O-Matic 

Flexiguide 

Flip-Top 

Kenro 

Meteorite 

Repli-master 

Transtape 

Verifax 

Multilith 


PAPER CUTTERS 
CMC 


PAPER DRILLS 
Spinnit 


For More Information Circle No. 444— > 





Mend with this tape...and you're in clover! 
Read through, and write over! 


TMiiwnesora 
TMiisine ano 


Wanuracrurine COMPANY 


WHERE RESEARCH IS THE KEY TO TOMORROW 


+S. PAT. OFF, 


SCOTCH BRAND 
No. 810 Magic 
Mending Tape 


For permanent paper mending 


Practically disappears on file cards, will never cloud, 
discolor or ooze adhesive. Write over it with ty 
writer, pencil or ink. Prevents smudging of ty] 
written titles, too. For all permanent mending and 
sealing. Send now to Dept. EQ-69, 3M Company 


for free picture booklet that shows you why... 
“SCOTCH” BRAND Tapes 


are a girl’s best friend! 





PRODUCT PAGE 


PAPER HANDLING COMPOUND 
Sortkwik 217 


PAPER SHREDDERS 


Shredmaster 
Silver Executive 


PAPERS, CARBONIZING 


Schweitzer 


PAPERS, DUPLICATING 


Howard 
Mackinac 
Springhill 


PAPERS, LEDGER 


Hammermill 
Howard 
Weston 


PAPERS, LETTERHEAD 
Atlantic Bond 

Gilbert Bond 

Howard Bond 
Mackinac Bond 
Springhill Bond 
Weston 


PAPERS, ONIONSKIN 
Hi-Fi White 


PAYROLL SYSTEM 
LeFebure 


PENCILS, COLORED 


Color-Tex 


PHOTOCOPIERS 
(See Copying Machines) 


PLASTIC LAMINATION 


Cleer-Adheer 
Plain-Vu 


POSTING EQUIPMENT 


Narco 


PRINTING PRESS, HAND 


Base-Lock 


PUBLICATIONS 


Systemation 


10 


PRODUCT PAGE 
PUNCHED CARD ACCESSORIES 


Swapshop . 203 


PUNCHED CARDS, CONTINUOUS 
Formscard 112 
RIBBON FABRICS 

Super-Sharp . 


RIBBONS, INKED 
General 


Markes 
Storms 


RUBBER CEMENT 
Dry-Stik 


SAFES 


Midwestern 


SOUND CONTROL 


Acoustinet 
Acoustors 


STAPLERS 


Bostitch 
Swingline 


STAPLERS, ELECTRIC 


Bates 
Staplex 


TAB CARD PRINTER—PUNCH 


Punchwriter 118 


TAPES, DRAFTING 
Scotch 


TAPES, MENDING 
Scotch Magic 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 200 
TELETYPEWRITERS 

Teletype 


PRODUCT 
TEMPORARY HELP 


Manpower 


TIME RECORDERS 
Ajax 227 
TYPE COMPOSING MACHINES 


190 
213 


Justowriter 
Vari-Typer 


TYPEWRITER PARTS, TOOLS 


Futuristic Platens 
Typewriter Sundries 


228 
231 


TYPEWRITERS, AUTOMATIC 


Auto-Typist 142 


TYPEWRITERS, ELECTRIC 


Facit 50 
Royal Outer Back Cover 
Smith-Corona Inner Front Cover 


TYPEWRITERS, PORTABLE 
Cole 

Olympia 

Torpedo 


TYPEWRITERS, STANDARD 
Facit 

Olympia 

Torpedo 

Touch-Master 


TYPING CARD HOLDERS 
Palson 


UPHOLSTERY FABRIC 


Versilan 


VISUAL AIDS 
Arlington 


WASTEBASKETS 
Rubbermaid 


XEROGRAPHIC EQUIPMENT 


Kenro 43 
Meteorite — 
Xerox 214 
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businessman theyre one word 

1 today's fast moving busines 

»-Matic (Gfelatilelolm@migeltileli tml idelalery 
Pardslalilcliclamtameitiichilelilaelihmmelaatlacii 
simple folate Mano) Mam ela) Manel *lleliilelilas|| 


it's why you find Monroes in cost conscious compa 
; ‘ . 
= Dow m DAStT 
Whether your business is small or 


yvings look for the world s most advanced figuring machines 
»re's G@ Monroe for every figurir 3 yb in ever > te 


\ 
7 
See the MAN from nes 


A DIVISION OF LITTON INOUSTRIES \ OATA PROCESSING MACHINES 


For More Information Circle No. 322 
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Does It Pay to 
Service Your 


Own Machines? 


FFICES rely heavily on machines 
O for productivity and efficiency and, 
as this reliance increases, keeping this 
equipment becomes more 
important. Inoperative equipment with 
its loss ot productivity is costly. Should 
a key piece of equipment fail, the re- 
sults can be devastating. 

Being alert to our vulnerability along 
these lines, we had tried for some time 
to sell top management on having our 
own service department, but it was not 
until we found ourselves over the pro- 


operative 


12 


verbial barrel for the second time that 
sucess came. In early 1948, we, like 
many other insurance companies, were 
preparing our premium notices on a 
custom-designed machine. Since all our 
equipment under service agree- 
ments, it was necessary to call the local 
manufacturer’s representative for re- 
pairs. We were dismayed to learn that 
the only man who knew how to re- 
pair that particular machine was some- 
where near the Canadian border. At 
our insistence, and after some trouble 


Was 
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locating the man, the manufacturer in- 
structed him to return to Springfield as 
quickly as possible to service our ma- 
chine. Because of poor driving condi- 


tions it was nearly two days before he 
arrived. Parts had to be ordered from 
Ohio via air express and at four o’clock 
in the morning—two days later—the 
machine was running again. The four- 


day race against time to issue our 
premium notices on schedule and the 
considerable expense to which we were 


subjected, swayed top management to 


BURTON W. HALL 
Assistant Purchasing Agent, 
Massachusetts Mutual Life 
Insurance Co., Springfield 


The office machine servicing staff of 
Massachusetts Mutual Life Insurance Co. 
is shown in action in the photos illustrating 
this article. 





























Each machine has a file folder for its own records, filed by machine’s make and serial 
number. 


approve the creation of our own ma- 
chine repair division. 
In August, 1948, we hired our first 


14 


man who had some business machine 
repair experience and shortly there- 
after sent him to one of our supplier’s 
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Send to: Machine Service Sta, No. 4 


REQUEST FOR MACHINE REPAIR 
(COMPLETE IN FULL=THIS IS A PERMANENT RECORD) 





19 
BrrTe “ 


Groue 0 


ornoinary [ 


AKE 





DEPARTMENT 





Description of Trouble: 





Do Not Write Below This Line-Space Below Reserved For Machine Service 





REPORT OF SERVICE RENDERED 


PARTS USED 














Service 
_Time — 


Work 
i 


Pant 456 





—__ Signature —__ 











SERVICEMAN 








The upper half of this machine 


factories for further schooling. Upon 
his return we were able to remove con- 
siderable equipment from contract, thus 
immediately reducing downtime in 
those areas and lessening the initial 
expense to set up our repair depart- 
ment. Later, our first man was trained 
on manual and electric typewriters. In 
May, 1950, we added a second man 
and, between factory schools and the 
training administered by the first man, 
we were able to take over adding ma- 
chines, calculators, dictating equipment 
and innumerable odds and ends. Since 
our company was growing rapidly and 
because there were more machines be- 
ing used than ever before, we added a 
third man in March, 1955. These three 
men are now responsible for servicing 
approximately 1850 machines includ- 
ing manual and electric typewriters, 
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repair form is filled out when the service call is received. 


rotary calculators, ten-key and full key- 
board adding machines, remote con- 
trol recording and transcribing ma- 
chines, motorized files, addressing 
equipment, Flexowriters and Justowrit- 
ers, Auto-Typists, bookkeeping ma- 
chines, electric staplers, tying machines, 
mailing equipment, microfilm cameras 
and readers, etc. Our men certainly 
have versatility. 

All the manufacturers to whom 
have turned for training been 
most cooperative—not only in provid- 
ing their schooling at no cost (we, of 


we 
have 


course, pay living expenses while our 
man is at school), but in forwarding 


the same service bulletins their service 
organization which help 
keep our men up-dated on improve- 
ments in repair techniques or changes 
in design or construction. When new 


receives to 





Teletype Model 28 Teletype Model 28 
Automatic Send-Receive Set Receive-Only Page Printer 


Teletype Model 28 Teletype Model 28 
Tape Punch Tape Reader 
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Applications unlimited... 


TELETYPE 
Model 28 Line 


A chemical company “wires” a distant payroll . . . 
A tool supplier has instantaneous access to cen- 
tralized inventory of 15,000 items .. . A railroad 
keeps track of 50,000 freight cars. 


These are just a few examples of the variety 
of “‘assignments’”’ Teletype equipment is han- 
dling today—helping business cut costs. . .im- 
prove service. ..cope with the ever-growing 
paperwork and communication needs generated 
by rapid growth and decentralization. 

Presented here are various machines in the 
Teletype Model 28 Line. ‘‘Model 28” stands 
for an entirely new concept in record commu- 
nications equipment. These new machines op- 
erate at 100 words per minute, are smartly 
styled and quiet in operation. They are manu- 

' factured to Teletype’s precision standards, for 

Teletype Model 28 : dependable day-in and day-out service. All- 

Send-Receive Page Printer metal clutches and other design elements keep 
maintenance needs way down. A _ built-in 
switching and remote control unit, called the 
“stunt box,’’ multiplies the flexibility of the 
equipment and provides an almost unlimited 
range of applications in communications .. . 

Teletype Model 28 jacbuaielintien ... and automation. 

Tape Reader—Twin-Shaft If you’d like to know how Teletype equip- 
ment can cut costs and improve service for 
you—or if you already have Teletype equip- 
ment and would like to give it an added 
“assignment’’—get in touch with the local 
office of your telephone or telegraph company, 
or write directly to Teletype Corporation, 
Dept. 32-l,4100 Fullerton Avenue, Chicago 
39, Illinois. 


TELETYPE 


CORPORATION 
suesioiary of Western Electric Company inc 
For More Information Circle No. 344 ; 
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HAPPY FANNY says: 


Bovco Ventilated Chains 


Offer Correct Seating for Every Need 


Eliminate the Office “Hot Seat” 


Increase Efficiency 


More Comfort 

Ventilation, plus firm resilient support 
eliminates the “office hot seat.” 
Longer Wear 

Webbing resilience is everlasting. No 
change in support after years and years 
of use. 

Higher Quality — Lower Cost 
Trouble-free Seng tilt mechanism, with 
nylon thrust bearings. Hooded 2” oilless, 
double row ball bearing casters—remov- 
able pin. 

Less Maintenance 

Outwears other upholstery, guaranteed 
for five years. No more broken springs, 
split seams. 

Variety of color in webbing 
Choice of 14 colors. Myriads of combina- 
tions. Guaranteed for 5 years. 


ES 45A 


Executive Swivel 


Stretch 19'/"" wide—18" deep 
Stain 


“te 7 MROOF | -VEWTEATION= 


Buy BEVCO! 
Swivel Chairs 
Posture Chairs 
If it's BEVCO~— Reception Settings 
It’s the BEST... Coat and Hat Racks 











Safety Engineered 
Built for Public Seating 





























PS 33A SEE YOUR DEALER OR WRITE DIRECT 


/y Posture Swivel Re 
6 adjustments For More Information Circle No. 439 


Ba I VC ( ) PRECISION MANUFACTURING COMPANY 
y | AN 831 Chicago Avenue, Evanston, Illinois 





models are released we get a new serv- 
ice manual, in most instances, which 
simplifies our problems considerably. 
Special tools relative to various makes 
and models are also made available. 
As the skill and background of our 
technicians becomes greater, we find 
that less time is required in factory 
schools. This is usually a hard point 
to get across to the manufacturer. 
However, our men are trained to take 
care of minor calls and, should some- 
thing major arise, we still call upon the 
manufacturer for service. This need 
for outside assistance, however, di- 
minished rapidly as our men became 
experienced and we are now virtually 
independent. 


You may wonder how three men 
can take repair calls and administer a 
regular, maintenance program on so 
many machines. We had kept records 
of service calls for years and found that, 
immediately following an_ inspection, 
there was a peak in repair calls. About 
the time this peak subsided and things 
about leveled out, it was tinie for an- 
other inspection and the cycle repeated 
itself. We thus felt justified in reduc- 
ing the inspection periods from every 
three months on manual typewriters to 
four and then to every six months. 
Since no problems arose and our re- 
pair call rate lessened, we dropped to 
an annual inspection and now only pro- 
vide maintenance as requested. 

When you are negotiating to trade 
a machine, the salesman asks the model 
and serial number and then quotes his 
allowance; he does not look at the 
machine to see how dirty it may be. 
Although we occasionally find it neces- 
sary to dunk a machine in the tank, 
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Calculator repair at Massachusetts Mutual. 


this is relatively seldom. We are con- 
vinced that during an inspection—par- 
ticularly on typewriters — some dirt, 
that is resting in a spot where it does 
no harm, gets brushed into a vital spot 
and necessitates a service call. When 
we do clean the machine we use an air 
gun and make sure we blow all the 
dirt out. 

Just how de we handle a service call? 
When Suzy’s machine breaks down she 
calls the machine repair division to re- 
port the failure. She gives her name 
and department, the make and serial 
number of the machine and then voices 
her complaint. While she is talking, 
this information is written on the upper 
half of a repair call slip. The man tak- 
ing the call then checks the file to see 
what was done the last time. Some- 
times this proves valuable as an aid in 
diagnosing the trouble. After repairing 
the machine he fills out the lower half 
of the form which subsequently be- 
comes a part of the service history file 
on that particular machine. Each ma- 
chine has its own folder, filed by make 
and serial number, in which all data 
is kept pertaining to its history. 





Realizing that machine downtime is 
costly to the company, we have tried 
to reduce the time Suzy cannot use the 
machine as much as possible. The aver- 
age delay from the time Suzy reports 
failure of her machine to the time a 
service man gets there is a little over 
22 minutes. The average manual type- 
writer repair call runs slightly under 22 
minutes—hence total downtime on the 
average typewriter repair is less than 
three-quarters of an hour. This record 
is one of which we are really proud. 
In an emergency we can get a man on 
the scene in five minutes or less from 
any point in our building. 

Because better than 90% of all type- 
writer calls are relatively minor in na- 
ture and can be repaired right on the 
spot, we maintain a very low inventory 
of spare machines. If we have six or 
eight typewriters in spare, we think we 
are overstocked. 

Complexity of equipment raises the 
total downtime. On 
average downtime runs about 67 min- 
utes. On remote control dictating ma- 
chines it is a trifle higher because of 


calculators the 


Fixing an automatic electric typewriter. 
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the extra time required to pinpoint the 
trouble, averaging about 71 minutes for 
total downtime on the average call. We 
feel, however, that this gets the ma- 
chine back into production about as 
fast as one could hope. However, we 
are tentatively thinking of adding a girl 
to our division to handle paperwork, 
answer the phone and serve as a dis- 
patcher. Time and legwork would be 
saved if our men could call in to see 
what job was next for them. Maybe 
we can improve those downtime aver- 
ages! 

Our service department has come to 
be of value in ways other than pure 
machine repair. We no longer trade 
a machine just because it has gotten to 
be x years old. Our philosophy is to 


retain a machine as long as the ma- 
chine will satisfactorily do the job for 
which it was purchased. 


Ali machines 
get individual consideration when their 
age we call their “con- 
sideration point.” Electric typewriters 
are “considered” when eight years old, 
manuals when ten years old, calcula- 
tors and adding machines at 15 years 
and some special purpose equipment at 
99 years. This latter equipment is of 
such special nature that we feel no spe- 
cific point for consideration should be 
established since technological improve- 
ments will cause the matter to be re- 
viewed, or poor service history will 
bring it up automatically. 

In short, the consideration point does 
not reflect the desire to replace the 
equipment but to review. This review 
is accomplished by means of a machine 
use survey form. The make, model and 
serial number of the machine is filled 
in at the top of the form with the in- 


reaches what 
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READING is easier on the new, warmer white Hammermill Ledger. 


Its non-glare surface reduces eye-strain and fatigue. 


RITING is smoother, faster. “Ledger finish” is right for pen and ink 
entries. Erasability is good, too, with Hammermill Ledger. 


; ITHME C comes out right. ‘Posting finish’ has the tooth to make 


machine entries quickly and accurately. 


MMERKg, costs no 
...yet LEDGER <2 — 


HAMMERMILL PAPER COMPANY, ERIE, PENNSYLVANIA 


For More Information Circle No. 288 
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itial cost, plus taxes, less any discount 
and the date of acquisition. This form 
is then sent to the using department 
head who completes the second portion 
of it to show how machine fits the job 
requirements and whether the operator 
is satisfied with its performance. The 
form then travels to our machine serv- 
ice division where the third section is 
completed to indicate machine’s pres- 
ent mechanical condition. Our plan- 
ning department then reviews the mat- 
ter from the standpoint of resolving 
the previous commentaries and apply- 
ing any potential change in job routine 
or systems procedure which might af- 
fect the machine. The fourth section 
of the form indicates their recommen- 
dation as to the disposition of the ma- 
chine. Quite frequently it is suggested 
that the machine’s status remain “as is” 
and be reviewed again a year later. 


Once in a while we bring to light a 


machine which is not being used 
enough to warrant retention by the de- 
partment, and we return it to inven- 
tory. The initiation of this form does 
not depend on a machine reaching its 
normal consideration date. Should poor 


Dunking a calculator in a machine washer. 
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performance or operating dissatisfac- 
tion arise, the form can be started and 
the matter reviewed to everyone’s sat- 
isfaction at any time. We feel that 
since everyone involved has a voice in 
the matter, we replace only when 
necessary. 

Our machine repair personnel have 
another value to our company. When- 
ever a new product or a new model 
comes out, or a study is made of sev- 
eral makes of machines to establish 
which one will best suit our require- 
ments, the machine service division ex- 
amines the equipment to determine 
its soundness of design and quality of 
construction. Their comments aid in 
selecting dependable merchandise, thus 
minimizing downtime. 

I have heard that maintaining a suf- 
ficient parts inventory can be costly. 
We have never taken an actual costing 
of our inventory but qualified estimates 
keep it well under $500. Actually, it 
is probably much less than this in 
measured cost to us. Originally the 
manufacturer took care of all new ma- 
chines until the guarantee expired, at 
which time our men took over. How- 
ever, occasions where it 
seemed difficult to affix responsibility, 
we approached several of them with the 
proposal that we take over immedi- 
ately upon delivery and, in lieu of pro- 
viding us with service and inspection 
during the guarantee period, they give 
us parts as we needed them. This, of 
course, applied to parts which failed 
with some frequency, but not to heavy- 
duty parts such as motors and platens. 
Some of them went along with this 
suggestion—some did not. We feel it’s 
about as fair for one as the other but 


after several 
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Only the 
Bostitch B8R 
Desk Stapler 
gives you 











1. A STAPLER 


to help you keep related 
papers together .. . aid 
in filing reports and 
correspondence. 


2. A TACKER 


to use in posting bulle- 
tin notices and signs in 
the office . . . attach 
shipping labels. 


3. A REMOVER 


to reduce filing bulk 
when adding more ma- 
terial . . . replace out- 
of-date postings. 











Now add to this the fact that Bostitch offers continuous service, re- 
placement parts are always available, sales representatives are located 
throughout the country. See and try the BBR soon—at your stationer’s. 


BOSTITCH 


STAPLERS AND STAPLES 


Fasten it better and faster with 


306 BRIGGS DRIVE, EAST GREENWICH, R. I. 


For More Information Circle No. 264 
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we did eliminate a lot of problems as 
to who worked on which machine and 
when. Incidentally, such a deal had no 
adverse effect on the guarantee since 
we have on one or two occasions se- 
cured replacement of what we felt (and 
they agreed after looking at the records) 
were “lemons.” 

You may want to know how much 
an operation such as this costs. Our 
1958 annual operating expense for this 
$19,000, which in- 
cludes salaries, nonallocable parts costs, 
heat, light, floorspace and telephone. 
Relate this to annual contract 
costs and I am sure it is readily appar- 
ent that the savings are very real. Serv- 
ice contract costs on electric typewrit- 


division was about 


service 


ers and calculators alone would offset 
the cost of this operation with a profit. 
[his is only part of it. Even with the 


best of intent, outside service could not 
regularly provide the prompt service to 
which we have become accustomed nor 
can we determine precisely the cost of 
a nonoperative Suzy to our company. 
Our home office staff, numbering ap- 
proximately 1800 people, just can’t 
seem to understand the delay when it 
becomes necessary to call outside serv- 
ice on the cannot 
handle during vacations or illnesses. 
The success of this operation at the 
home office and the experience we were 
able to get by being so much closer 
to the operation has been of consider- 
able value in another area. On July 1, 
1954, we started a pay-as-you-go plan 
in our branch offices. Our policy re- 
garding field service stipulates that if 
the machine can be repaired within the 
confines of our branch office, then the 


few machines we 





Dustloss Sweeping 


Dustless sweeping is improved with uniform- 
ly treated, disposable Masslinn Cleaning 
Cloths. When used with a flexible Masslinn 
Sweeping Tool, floor or wall areas are easily 
cleaned. 


Special treatments and laundry problems are 
eliminated by this new system. 


The Menstinn cloth is a non-woven fabric that 
absorbs and retains dust with blotter-like 
action. 


CLOTHS AND TOOLS ARE 
CHOICE OF 


AVAILABLE IN A 
SIZES. 








For samples, information, and name of 
nearest distributor write 


CHICOPEE MILLS INC. 
45 Worth Street « New York 13, N. Y. 














For More Information Circle No, 352 
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your company 
is judged 
by the office 
you keep 


This Cole Steel office affords a discriminating set- Cole Steel gives you the distinctive atmosphere 
tingcombining luxury withefficiency,comfortwith that reflects the character of your organization, 
quiet good taste. Desks, credenza, settee andchairs and makes your office an inspiring place to work. 
harmonize in texture as well as color...andare See for yourself why Cole Steel is so far ahead in 
constructed to last a lifetime. Here is but one ex- the office equipment field. Send for our FREE color 
ample of how Cole Steel office furniture createsthe catalog... today; Cole Steel Equipment Co., Inc., 
office you want...the impression you want togive. Dept. 37, 415 Madison Ave., New York 17, N. Y. 


OLE 


NEW YORK CITY ¢ CHICAGO ¢ PHILADELPHIA ¢« LOS ANGELES * SAN FRANCISCO * HOUSTON ¢ ATLANTA TORONTO, CANADA 
For More Information Circle No. 277 
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STORE’EM 


PRONTO 


on ee 4 


PRONTO 


F il 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER Be CHECK 

SIZE SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


‘’ 
| PRONTO FILE CORPORATION 
x 415 Madison Avenue, New York 17, N. Y. 


] Please send me your latest Pronto catalog. 


Zone State_ 


7 
| 
| 
| 

] Have your representative call for demonstration. 7 
| 
- | 
| 
| 
1 

= 
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agency has the power to authorize its 
repair. However, in the event major 
work is required and the servicing firm 
desires to take the machine to their 
shop for repair, an itemized estimate 
must be secured and forwarded to the 
purchasing department at the home of- 
fice for approval before any commit- 
ments are made. This estimate is 
screened carefully by our machine re- 
pair division and often the blue pencil 
comes out and deletes items of ques- 
tionable value. Labor charges are 
carefully examined because we have a 
pretty good idea as to how much time 
is required for a given job. Usually a 
loan is provided our office at no charge 
while all this is going on, so no par- 
ticular inconvenience occurs. Once we 
have approved the estimate, either in 
original or modified form, it is returned 
to our branch for submission to the 
estimator. This keeps our people in- 
formed as to what is taking place. All 
invoices rendered for machine repair in 
the field are forwarded to the home 
office for payment. This allows us to 
keep comprehensive records of our field 
equipment and know where we stand 
on any given piece of machinery. Re- 
lating field repair to our home office 
experience, we find the number of calls 
per machine compares closely. 

On several occasions we have had 
one of our repair staff go to several 
nearby agencies to inspect the equip- 
ment and report conditions without 
prejudice. So far, and it is nearly five 
years now, everything seems to be in 
apple pie order. While downtime in 
our 150 branch offices cannot be closely 
controlled, we feel the program is eco- 
nomically sound. 
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New, Reprofax Viking 


streamlines office paper work 





The new Viking streamlines paper work by eliminating 
hand-copying and retyping. In goes the original, out 
come clear black and white copies—in seconds. This 
new table-top Whiteprinter, with its 18” printing width, 
can copy two 814"x11”" originals at a time — 450 per 
hour! Operation is cool, quiet, odorless—no vents or 
ducts required. Cost? Lowest of any copying process. 
For more details on the exciting new Viking, call your 
local Ozalid representative or mail the coupon today! 


Ozalld, Dept. 2-6, Johnson City, N. Y. 


Please send me descriptive brochure 
on the Reprofax Viking. 


Name 





Company. 





Position 





Whiteprint machines 
Microfilm equipment 


Audio-visual products j 
Sensitized materials 
Products for design 
Lithographic products Division of General Aniline & Film Corp. 
For More Information Circle N 


Street 





City 





Zone 
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Got A Problem 


PLUS Diehl’s High Speed Triplex AUTOMATIC Calculator 
Solves it Best with... 


e Double Transfers and Memory Storage 


e Automatic Short-Cut + or — Multiplication 
e Automatic Continuous Multiplication 

e Automatic + or — Divsion 

e Addition or Subtraction with or without 

e Automatic key-board clearance. 


t of Diehi Rechenmaschinenfabrik ¢ Nurnberg 


The only calculator 
with direct transfers 
between storage 
register, product 
register and keyboard 
; ZZ for faster, more 
Model DSR ‘NG - accurate calculating! 


Six Models For 

Your Exact Needs 
Inexpensive to Own 
and to Maintain 


Sole United States Distributor: PLUS DIEHL Calculator Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street New York 38, N.Y. REctor 2-0045 


DEALERSHIPS AVAILABLE—Write today for full details of the PLUS DIEHL dealership 
plan. It offers a complete new field for calculator sales. 


For More Information Circle No. 321 
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ENCYCLOPEDIA OF AMERICAN 
CIATIONS, 2nd Edition. 
Co., 3414 Book Tower, 
pp., $20. 

This newly revised directory lists 8892 
national organizations grouped in 18 basic 
sections, including 3000 not listed in the 
first edition. Listings include name, acro- 
nym, headquarters address, name of exec- 
utive head, number of members, staff and 
chapters, year founded, description of 
membership and activities, special com- 
mittees or divisions, official publication, 
date and place of convention or annual 
meeting. Cross-indexed with multiple en- 
tries for each organization, the directory 
arranges associations alphabetically within 
sections. 


ASSO- 
Gale Research 
Detroit 26, 716 


Ose elem EKolebbel=t-] 
OF het o{-MAhbe-1 K-16 


MODEL EF-2159 
USED WITH 


BURROUGH’'S SENSIMATIC 


IDEAS FOR MANAGEMENT. Systems & 
Procedures Assn., 4463 Penobscot Bldg., 
Detroit 26, 448 pp., $16. 

Papers, case studies and workshop dis- 
cussions of 11th International Systems 
Meeting. World Systems, a section cover- 
ing British, European and Asian business 
systems, contains a contribution by C. 
Northcote Parkinson author of Parkinson’s 
Law. Human sciences, communications, 
electronics, automation, operations re- 
search, engineering and mathematics in 
systems work are also covered. 


PREPARING THE OFFICE MANUAL by 
M. Graham Kellogg. American Manage- 
ment Assn., 1515 Broadway, New York 
36. 72 pp., $2.25. 

Presents the various methods used in 
preparing office service manuals. Based 
on research conducted by questionnaire, 
this study describes practices of 134 firms 
that provide such guides for their person- 
nel. Pages from manuals in actual com 
pany use are reproduced following the 
survey text. 


What office wouldn’t like to bring Tranquillity back for all employees? 


Gates Acoustinets do just that... 


they absorb office machine 


noise at its source. These scientifically engineered acoustical 
cabinets stop office machine clatter from disturbing adjacent 
office personnel and make it a lot easier for the operator to give 
full concentration power. Gates Acoustinets are guaranteed to 
improve your office noise problems. 


Write for details. Give machines, makes, models you use and measurements. 


ACOUSTINE I 


606 AMERICAN STANDARD BLDG 
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FREE 10-DAY TRIAL 


in YOUR OFFICE 
at our expense! 


NOW HAND COLLATE 
6000 SHEETS per HOUR 


with the NEW HEINZ 


PORTABLE COLLATOR 


12 stations hold 400 
sheets each. 

Takes sheets up to 17"' 
x 11" 


Adjusters 
under 11°". 
$5.00 add'l. 


hold sizes 
Set of 12, 


—— 


Satisfaction 
Guaranteed 


A person using both hands can easily assemble 
6000 pages per hour. This speed exceeds me- 
chanical collators costing many times more. 
The Heinz Collator is constructed of grey 
baked enamel Aluminum, weighs only 7 Ibs., 
takes just |'/2 sq. ft. of space. 


ORDER NOW Return Collator collect in 10 


days if not fully satisfied. 
DEALER INQUIRIES INVITED 


A. P. HEINZ CO. thicaco asta ° 


eile \cloe Lmaiae 


. SHIP US []) COLLATOR ON FREE TRIAL. 
+ } COLLATOR @ $37.50 freight 
‘ prepaid. 
B BILL US [} CHECK ENCLOSED [] 
| 
a FIRM NAME 
§ ADDRESS 

CITY 


§ NAME & TITLE 


Lees eeee eee eee eee eee eee eee 
For More Information Circle No. 355 
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OFFICE EQUIPMENT FILE. Catalog Serv- 
ices Institute, 32 E. Colorado Blvd., Pasa- 
dena, Calif., 500 pp., $15. 

Based on the National Business Show 
in New York, this volume contains com- 
plete information on all types of office 
equipment; indexed by product use, man- 
ufacturer, and trade name. 


| PUNCHED CARD MACHINE ACCOUNT- 


ING & DATA PROCESSING SEMI- 
ANNUAL. Gille Associates, Inc., 956 
Maccabees Blidg., Detroit 2, 171 pp., $9. 
Volume 8 of this series on machine 
and data processing that is 
now being issued semiannually. 


OPPORTUNITIES IN OFFICE MANAGE- 
MENT by Irene Place & Charles B. Hicks. 
Vocational Guidance Manuals, 1011 E. 
Tremont Ave., New York 60, 92 pp., $1.65. 
Describes opportunities for those quali- 

fied for, and interested in, business admin- 
istration. Tells how and where office man- 
azement fits into the administrative pat- 
tern of various organizations, and takes 
into account latest influences of mechan- 
ization and automation. The authors also 
present data on educational preparation, 
as well as the personal attributes necessary 
for success in executive work. 


CONFERENCE SENSE. Supt. of Documents, 
Govt. Printing Office, Washington 25, D. C., 
32 pp., 25c. 

Intended primarily for those facing their 
first conference. Humorously illustrated, 
it discusses the conference from chairman’s 
point of view, and suggests how to deal 
with each of the various conference types; 
also how to lead the conference to a 


| successful conclusion. Ask for Catalog No. 


D 208.2:C 76. 


ANNIVERSARY CELEBRATIONS MADE 
EASY by John Donald Peel. Chilton Co., 
56th & Chestnut Sts., Philadelphia 39, $5. 
Explains how to plan, organize and 

execute a successful anniversary celebra- 
tion. Planned as a procedure manual, 
workbook and source of ideas, the book 
presents the machinery and programs for 
anniversary celebrations, and _ suggests 
ways to exploit the publicity values. 


Continued on page 228) 
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Find out how hundreds of uses in your 
business will pay for an APECO 
Auto-Stat Copymaker in just a few months 


This new free book is packed with illustrations and 
facts that quickly point out the applications and 
advantages of Apeco Auto-Stat copying. Here's 10 
minutes of reading that can save thousands of dol- 
lars for your business. 





‘ 
i] 


1 
GET 
YOUR 1 FIRST CLASS 

} PERMIT NO. 226 
BUSINESS REPLY MAIL [ikieehee 
} AMERICAN PHOTOCOPY EQUIPMENT CO. ———— 
BOOK Photocopy Division Fe a 
' 2100 West Dempster Street ——___..... 


Mail Evanston, illinois 
This Card 
Today! 


















CARD 
YO UR 


FREE BOOK T 





New free book explains in detail many 
applications for Apeco copying in your 
business. It is important information 
for every business man interested in 
increasing paper handling efficiency and 
saving time and money for his company. 


AMERICAN PHOTOCOPY EQUIPMENT COMPANY 
2100 West Dempster Street - Evanston, Illinois 


American Photocopy Equipment Co. 
2100 W. Dempster Street, Evanston, Ill. 


Rush me without obligation your new free book on the revolutionary 
Apeco Copymaker. 


Company 





Address 





City 





Individual —_ 








Type of Business 





In Canada: Apeco of Canada, Ltd., 30 Dorchester Ave., Toronto 18, Ont 
In Mexico: Apeco De Mexico, S. A., ignacio Esteva, 7, Tacubaya 18, Mexico 


Important 
To Your 
Business 





Fill Out 

and Mail 
This Card 
Today! 





Revolutionary Low Cost Copymaker with... 


new COPY-QWUUK teature 


Any Ink, Any Paper, Any Color 
NOTHING LEFT OUT! EVERY COPY 
ERROR-PROOF, PHOTO-EXACT 
Now get copies of any original...typea, 
printed, photographed, written or drawn 
on one or both sides—it’s so easy with 
the all-electric fully automatic Apeco 
DIRECTOR Auto-Stat. Unique “‘speed- Styled by 
feed” feature enables everyone to make , en Charles E. Jones 
perfect copies every time. It offers hun- " a eeoneee 
dreds of money and time-saving appli- 
cations for every business, large or small. 
Its low, low budget price makes it the 
most practical copymaker ever... ideal 
for branch office or departmental use. 
*COPY-QUIK feature converts the 
DIRECTOR into a high speed, multiple 
copymaker, when more than one copy 
of the same original is required. Now, 
if you need one copy or any number of : 
copies, you can get them fast and really Aptco 
save too! Use this amazing new machine D IREC TO R 
for all your copying needs ee - PLUG i > 


ANYWHERE 


American Photocopy Equipment Company * 2100 West Dempster Street * Evanston, Illinois 


For More Information Circle No. 272 
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ACCO BINDS PAPERS IN SECONDS 


ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to open e press to close 


SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
%” capacity — yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black, 


release spring-action grip Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size 


50 YEARS of leadership in binder design and filing systems - 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y 


in Canada: Acco Canadian Co., Ltd., Toronto ACCO PUNCHLESS BINDER 


For More Information Circle No. 275 





GREAT “PLUS” FEATURES... 


Standard Only on CMC Cutters 


| Extra-large back gauge handwheel 


for fast, accurate setting 


Eye-level back gauge tape 
with light and bull's-eye magnifier 


Adjustable clamping pressure 
with easy-to-read pressure gauge 


High cutting speed 
faster than comparable equipment 
Handles for removing, adjusting knife 
blade for extra safety and 
convenience 





Automatic knife and clamp return 
control 


All these "extra'’ values are on standard 
Craftsmen machines. You pay less... 
you get more. 


Fully automatic 19!/." cutter has 
hydraulic clamp and knife action 
—cuts full 3" paper lift. 
FULLY AUTOMATIC AND SEMI-AUTOMATIC 
HYDRAULIC MODELS (19'/2”) 
* 2-second cutting stroke (faster than any comparable cutter). 
e Extra heavy hydraulic cylinders for smoother operation, plenty of 
reserve power. 
Simplified blade changing and adjusting. 
Revolutionary, positive hold-down for perfect control and align- 
ment of back-gauge. 
Precision-etched overhead steel tape, illuminated and magnified 
for highest accuracy. 


19/2” LEVER-OPERATED BENCH MODEL 


So perfectly balanced a girl can operate it with little effort. 
Rugged, interlocking back-gauge will allow cutting to '/,'' and 
back-gauge is at all times true. 

Fool-proof, two-hand safety device. 

Available with heavy-duty, all-steel stand. 

Large front operating wheel coupled with a chain drive runs the 
back-gauge the full length with only 1-5/6 turns. 


Send for New, Free descriptive booklet 


CRAFTSMEN MACHINERY CO. 


75 West Dedham Street, Boston, Mass. : 
Tel. COpley 7-5390 Economical 19'/.'' Lever model 


cuts a 2!/,"' lift—can be easily 
operated by a girl. 


DEALERS .. . If you are interested in handling the popular, fast-moving CMC line, 


please write for further details. 
For More Information Circle No. 285 
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seen on more desks across the nation than any other brand! 
Why? Because only SWINGLINE OFFICE STAPLERS have the famous open-channel for 
split-second loading...jam-proof performance. Exciting Jeweltone colors, ultra-modern 
design. No. 4 is a master desk stapler, holds 210 staples. No. 3 is a shorter desk model, 
holds 105 staples. No. 27 is a rugged one, holds 210 staples, can be imprinted with 
your company name, too! Al/ sensibly priced. Contact your stationery supplier...today! 


Swingline, Inc. 
Long Island City 1, N. Y. 








For More Information Circle No. 302 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


& Se, 


with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies © 

figures entered and operation performed. See | 

the unique Victor Calculator today. Con- | send me complete new brochure on Victor 
venient terms. See “V’’ for Victor in the | Avtomatic Calculator. 
| 
| 
| 
| 


VICTOR “CALCULATOR © 
: ~e y 


Imagine! Multiply, divide, add or subtract P 


Victor Adding Machine Co., Dept. 6.459 
Chicago 18, Illinois 


adding machine section of the Yellow Pages. 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 


Victor Adding Machine Co., (Canada), Ltd., Galt, Ont. 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


For More Information Circle No. 286 
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Over 325,000 satisfied users say: 
buy TWO when ONE will do! 


»t 


GELOSO 
STENOTAPE 


is the 7’ lb. electronic miracle 
-hardly larger than your 'phone—- 
that’s both 


A HI-FI DICTATING-TRANSCRIBING MACHINE 
A CONCERT-QUALITY TAPE RECORDER 








Only GELOSO 
STEN JTAPE 


carries a nation-wide 
ONE YEAR parts & service 
warranty PLUS ALL THESE 
TOP RATED FEATURES — 


72 |b. portability- AC 

Small as a ‘phone 

2 hour dictating capacity 

Built-in hi-fi speaker 

Speech and music speeds 

Fast rewind and forward speeds 
Automatic erase and correction 
Guaranteed jam-proof operation 
Just 4 color-coded plainly marked 
pushbuttons 

Takes standard re-usable tape 
High-impact styrene cabinet 
30-ft. microphone pick-up 

for meetings, conferences, etc. 
Operates in car, boat, train, plane 
— in or out of smart carry-case 
New, exclusive Tape Index 

& Log Pad 

Low-cost optional accessories 





and only Complete with ultra-sensitive mi- 
crophone for conferences and ef- 


$ 95 fortless dictating, continuously 
re-usable long-play tape, take-up 
reel, cordovan-finish carry-case, 
tape index and log pad. Finger tip 
or foot pedal control slightly extra. 


NATION-WIDE ONE YEAR PARTS AND SERVICE WARRANTY 


Automatically DOUBLES 

your productivity 

Effortless ‘no hands” dictation 
— Two-hour tape capacity — 
Letters, memos, instructions, 
reports, interviews, meetings, 
conferences, etc. 





Automatically DOUBLES your secretary's capacity 

True-fidelity ends “ear ~—-* joy to use 

with foot or hand control—Secretary does other 
> work while you're dictating. 


Many low cost accessories for business, professional, home use 
Dictate or listen in car, boat, train, plane. Use earphones or extra 
speaker. Record phone conversations, etc., etc., with the world’s 
most versatile tape recorder-transcriber! 


101 BONUS USES for executives, professionals, researchers, re- 
porters, sales managers and salesmen at home and on the road, 
account executives, purchasing agents, etc. — and for everyone 
to preserve forever voices of family and friends. 


FREE DEMONSTRATION- SEND FOR ILLUSTRATED BROCHURE No. 9 


AMERICAN GELOSO ELECTRONICS, INC., 251 Fourth Avenue, New York 10, N.Y., AL 4-2282 


For More Information Circle No. 401 
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Mo lob. 


PLATE-MAKERS 
TO CHOOSE FROM! 


Most revolutionary plate-maker in the graphic arts field! 
On all six models, vacuum frame loads in conventional 
face-up manner...then—with a touch of the release knob— 
entire frame pivots face downward for even exposure. 
Special-design reflector and built-in carbon are lamp. Per- 
fect contact between plate and negative accomplished by 
means of one-piece molded live rubber blanket. All models 
easily operated from one position. Write for Bulletin 500B. 


5°18 

















company, inc. 


General Office and Factory: 824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 261 
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Today’s up-to-the-minute slim, trim 
look inspired the sleek styling of 
Micropoint’s Ink-Stik . . . the 
King-Size Pen You NEVER Refill. 
Ink-Stik has the slender feel of a 
pencil and the writing quality of the 
finest pen. There’s an Ink-Stik 
made especially for stenographers, 
secretaries, receptionists, 

and accountants . . . one for 

general office work, too. 


There’s even an Ink-Stik with 
reproducible ink, proved best by 
test for copying machines. 

It’s called the Copy-Fax Pen. 


Eight point styles — Eight ink colors 
39¢ to 59¢* 


iM 
i 
Ts 
H 
°o 
r=) 
40 
a3 
N 
T 


aw te 


Order from your stationery 
supplier or direct, giving 


stationer’s name and address. 
ay 


& 


INK-STIK ¥ INK-STIK’N’ HOLDER 
The King-Size Pen cee INK-STIK combined with 
You NEVER Refill! geese gold-finished swivel and 
5 point styles, 4 Tenite holder. Sticks 
eight ink colors. to all surfaces—tele- 
Also popular 5” phones, desks, counters. 
“Shorty” length » - 6 ink colors. $1.19 

39¢ and 49¢ : A and $1.59 with chain 





NATIONALLY 


ADVERTISED IN... 
IN CANADA: 


Ben Sanders Co. Ltd., Toronto 1, Ontario 
* Prices slightly higher in Canada. 











ICROPOINT? Inc. Sunnyvale, Calif. 


Creator of Advanced Writing Instruments 





For More Information Circle No. 274 
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CUT COSTS! 
‘SAVE TIME! 


Load Copy Size and Focus Automatic Exposure 


SIMPLE AS ABC... With a compact, precise 
KENRO “Vertical 18” Camera you can make 
your own line and halftone negatives, xero- 
graphic exposures, right reading photocopies 
... to any size, in one shot. Interchangeable 
heads and lenses make Kenro the most versa- 
tile camera in its field. It will save you up to 
75% on the cost of negatives, photocopies, and 
stats. Production time will be reduced from 
hours and days to minutes. For complete details 
and prices, write for Bulletin 758, Kenro 
Graphics, Inc., Commerce St., Chatham, N.J. 


For More Information Circle No. 265 





CRAMPED 


- for filing space ? 


. the new, modern system for filing active records. With 
VERTI-FILE you can file over twice as much material in the 
same floor area as with a conventional file. 


Each unit of VERTI-FILE holds 23% lineal feet of active rec- 
ords .. . and positions them for faster and more efficient usage. 
By comparison, a regular 4 drawer file holds 824 lineal feet of 
records. So don’t be cramped... gett VERTI-FILE! 


For details, call your local DeLuxe dealer or write us direct. 


DELUXE METAL FURNITURE CO. Warren 18. Pa Division of Royal Metal Mfg. Co. 


For More Information Circle No. 318 
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NOW! for the first time 


a portable electric collator for *149% 


Now for the first time ever a port- 
able electric collator that is actually 
half the price of anything on the 
market. Capable of unusual high 
production, this new collator has 
the capacity to handle 8%” x 11” 
sheets of the normal range of office 
and duplicating stocks. It’s portable, 
light weight and extremely easy to 
operate. A simple flip of the switch 
turns the tiresome time-consuming 
task of hand gathering duplicated 
pages into sets into an efficient, 
effortless job... that’s almost fun! 


Ideal for every office ... easily 
moved from department to depart- 
ment... perfect for sales bulletins, 
promotional material, price lists and 
other data. 


Mail coupon... or ask your stationer 
or office equipment dealer to arrange 
for a free demonstration right in 
your own office. 


We THOMAS COLLATORS INC. 


Thomas Collators Inc. 
Dept. B, 100 Church Street, New York, N.Y. 


[_] Sounds good . .. send literature! 
[_] I'd also like a free demonstration 


WAME — 


(please print) 
COMPANY 


ADDRESS 





cy. 





For More Information Circle No. 287 
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Here’s the 


Office Manager's 
“RIGHT HAND’”’ 


Statistical Countrol by items, sizes, styles, colors, orders, deliveries, 
inventories ...or any other classification ...is quick and easy when 
you click with the modern Vary Tally. Operation never obstructs figures 
which are readable from any angle. And the running totals in each window 
eliminate the errors of pencil adding. 

Vary Tallies are guaranteed Veeder-Root quality ... all metal except 
for plastic keys. See how their benefits will count up in your own office 
procedures. Write for prices on any combinations you need, up to 6 units 
deep by 12 wide. 

Don’t Confuse It Vary Tally is Made Only By Veeder-Root! 


Everyone can Count on 
Veeder-Root inc. 


HARTFORD 2, CONNECTICUT 


Hertford, Conn. © Greenville, S. C. © Altoona, Pa. * Chicago 
New York * Los Angeles * San Francisco * Montreal 


Offices and Agents in Principal Cities 
For More Information Circle No, 273 
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OFFICE HELP 


GOING ON 
VACATION? 


Call 


MANPOWER, INC. 


for trained temporary 
replacements 


Call your local 
Manpower, Inc., office for 
Typists « Stenos »« 
Receptionists « 

General Office Workers 


Manpower, Inc. employees will 
'fill-in'’ as long as you need them 
— at low hourly rates. We pay 
salaries, taxes, and insurance — 
keep all payroll records. 


For a complete schedule of hourly 
rates in your city — write on your 
letterhead to Dept. O, Manpower, 
Inc., 876 N. Plankinton Ave., 
Milwaukee, Wis. 


© 1959 Manpower, Inc 


‘aat-talokeoh’ 4-1 mm lal em 


Over 150 offices in U.S., Canada, and Europe 
Home Office: 876 N. Plankinton Ave., Milwaukee, Wis. 


CALL THE MANPOWER OFFICE 
IN YOUR CITY 





il: 
° re + VERY 


100%, ny! oh oie de dob bie: 


‘Super-sharp’ 


for the ‘““Executive Look’’ 


Looks like carbon paper write ... up to 36 
yds. on spool...engineered for electric type- 
writers . .. incredibly sharp clean... ''print- 
like'’ work ... a natural high profit fabric... 
OK by robot tests. 


Nylon fabric woven by Burlington . . . 
America’s #1 producer of synthetic industrial fabrics. 





STANDARD PRODUCTS 
STANDARD PRODUCTS CORPORATION \& 


MANUFACTURERS © IMPORTERS © EXPORTERS 
2) AVES 1946 STREET, NEW VORR 11, N.Y. 


Suppliers to the carbon and ribbon industry 50 YEARS 





For More Information Circle No. 276 
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Welcome T 
LETTEREX of St. Louis? 


| 


We take pride iM announcing 


the formation of 


LETTEREX OF ST. LOUIS 


this franchise js owned and 


managed by 
N and JERRY DePAUW 


4, St. Louis, Missouri 


~ RALPH LEGEMA 
3140 Olive Stree 
The Letterex Corporation 


Washington. D. C. 








—_ 


LETTEREX i 
pamionen ee number one product i 
Le _ field. If you oe t te 
sn peed one some of your secr dope 
. Write us for complimentary aii : 
ples. 


The LETTEREX -. 


1114 H 
lalf Street, $.W., Washington 24 
, B.C 


For Mo 
re Information Circle N 
0. 338 





FACIT, INC. 404 Fourth Ave., N.Y.C. 16 « 235 Montgomery St., San Francisco 4 
SOLD AND SERVICED IN 102 COUNTRIES 


For More Information Circle No. 304 
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“At the bank we like every- 
thing to be just right, and 
that includes pencils,” says 
Andrew Schimenti, man- 
ager, purchasing department, 
Commercial Bank of North 
America, New York. “We’ve 
found Stile-Craft’s Electro 
Pointer pencil sharpener 
saves time, effort and ma- 
terials. The bank, which 
ranks 182nd among the 13,- 
500 commercial banks in the 
U.S., has 12 branches em- 
ploying some 650 office per- 
sonnel. Since 1952 it thas 
boosted its deposits from 
about $50 million to nearly 
$150 million. “It's equip- 
ment like Electro Pointer 
that’s helped us to do it.” 
Mr. Schimenti comments. 
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Twelve-year-old Peter Dibbs of Brooklyn, 
N. Y., stores his “treasures,” including 
baseball signed by the championship 1955 
Dodger team, in a safe presented to him 
by Mosler Safe Co. Young Dibbs had 
written to the 111-year-old firm saying he 
needed a safe to keep his possessions from 
two older brothers who shared the same 
bedroom. 





S. C. Allyn (right), 
chairman of _ the 
board, and R. S. 
Oelman, president, 
National Cash 
Register Co., with 
the 4000th Post- 
Tronic bank ma- 
chine produced by 
NCR’s Dayton 
plant. The machine 
will be used by 
Creve Coeur Bank, 
Creve Coeur, Mo., 
to post the activ- 
ity for some 2700 
accounts. 


The first sorter- 
reader assembly 
Ine is turning out 
mach‘nes for high- 
speed automatic 
handling of checks 
and other docu- 
ments at Pitney- 
Bowes, Inc., Stam- 
ford, Conn. The 
sorter-readers, de- 
veloped in cooper- 
ation with National 
Cash Register Co., 
may be all the au- 
tomation smaller 
banks will need 
for some time, ac- 
cord ng to William 
F. Bernart, Pitney- 
Bowes vice presi- 
dent, because 
30-40% of bank 
bookkeeper’s time 
is spent sorting and 
filing checks. 
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Some Sturdy Office Equipment 


This Paymaster 
timeclock, made by 
Cincinnati Time 
Recorder Co., was 
submerged for over 
12 hours during a 
flood. Although 
not claimed to be 
waterproof, the 
unit kept accurate 
time until mud fi- 
nally gummed up 
the mechanism. 
Cleaned by the 
company’s service 
department, it is 
now back in oper- 
ation in an Ohio 
folding box plant. 


Bottom drawer of 
a 1600 line Gen- 
eral Fireproofing 
Co. desk after 
thieves had unsuc- 
cessfully tried to 
pry it open with a 
crowbar at Wood- 
ward Sales & Serv- 
ice Co., Laconia, 
N. H., where the 
desk proved its 
worth by thwart- 
ing the burglars 
and saving the 
Chrysler dealer’s 
cash box which 
was locked in the 
drawer. The time 
spent by the crim- 
inals trying to 
open the drawer 
was sufficient for 
police to arrive 
and apprehend 
them. 


THe Orrice—June, 1959 





New Offices of Day-Brite Lighting, Inc. 


on om he Fige T * ine, Bi, 
4 pay olf ay in fay 


i a. 


Shallow surface-mounted Daylume fixtures form an interesting pattern in the office 
of the chairman of the board of Day-Brite Lighting, Inc., Clayton, Mo. 


Perimeter lighting of this 
conference room washes 
walls with light, illuminates 
the pictures and gives the 
room added dimension by 
banish'ng shadows in the 
corners. (See opposite page.) 
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“When visitors are asked to choose the lighting level they consider most comfortable, 
many are surprised to find the footcandle reading well above what they expected,” says 
J. F. Whitehead Jr., executive vice president of Day-Brite Lighting, Inc., about his office 
above. Light can be graduated from 0 to 550 footcandles. 


Reception area is 
softly lighted by 
incandescent lights. 
The new offices 
were decorated by 
S. G. Adams Co. 
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Office Supplies 


Office supply storeroom in the Los Angeles County Hospital. Note the Beemak Tabulat- 
ing Card Holders, used here in connection with the hospital’s inventory system. These 
holders are a convenient way of keeping correct punched cards at the source of record 
data. 


THe Orrice—June, 1959 





The warehouse that Revell, Inc., Venice, 
Calif., manufacturer of scale model kits 
and electric trains, converted into 12,000 
sq. ft. of additional office space. 


From Warehouse to Office Space 


Altered six times 
since the original 
conversion, cost of 
disassembling and 
relocating Johns- 
Manville partitions 
was only $2.50 per 
linear ft. compared 
to cost of repair- 
ing plasterboard 
wall lines and 
$8.50 per linear ft. 
for new plaster 
partitions. Over- 
head view (left) 
shows use of the 
partitions for exec- 
utive offices. 


Acoustical qual- 
ities of the fibrous 
core in the Johns- 
Manville walls 
proved equal to 
plaster and superi- 
or to steel in elim- 
inating shop noise, 
according to Don- 
ald Hummel, Re- 
vell’s engineering 
services manager. 





Destined for Yugoslavia, this Mendes 59 
vertical collator is an eight-station model 
that operates at speeds up to 36,000 sheet 
pick-ups per hour, automatically collating 
4500 sets of eight-sheets an hour. The 
purchase was made by the Government 
of Yugoslavia under auspices of the In- 
ternational Cooperation Administration. 


Dow Chemical 
Co., Midland, 
Mich., uses pres- 
sure - sensitive la- 
bels with consecu- 
tive numbers in 
duplicate as a 
cross-reference to 
orders being pro- 
cessed. This allows 
using just the num- 
ber to identify or- 
ders in Teletyped 
messages between 
any of Dow’s 
plants. The labels 
are made by Avery 
Label Co., Mon- 
rovia, Calif. 
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LET US SHOW 

YOU HOW YOU CAN 
MAKE YOUR 
OFFICE DICTATING 
AND TRANSCRIBING 


Comparison-shop the dic- 
tating machine market 

u'll discover that no 
ther machine offers so 
many time-saving money 
Saving features...at such 
a modest price! 


@ Magazine Loadin 
e@ Five Simple Control 
@® Extra-long Dictatin 
Capacity ¢ Easy Portabil 
ity @ True Fidelity Sound 
@ Re-Usable Magneti« 
Tape @e Automatic 
Counter @ Modern Decc 
rator Styling @ only 179.50 
(plus tax) complete with 
loaded magazine, log pad 
ind dust cover, plus 
choice of (A) microphone 
peaker, or (B) stetho- 
pe headset with foot 
ntrol, or (C) stetho 
scope headset with type 
writer control (latter at 
light additional cost) 


WITH THE 
MAGAZINE LOADING 


Noveleo 3S’ 


DICTATING/ TRANSCRIBING MACHINE 


Here is a new concept in dictating/transcribing machines... 
engineered and guild-crafted by the company that makes world 
famous NORELCO Hi-Fi Components, and Electric Shavers. Five 
simple controls operate all dictating and transcribing functions! 
Tape magazine permits easy, fumblie-proof loading! New, better 
sound assures clear voice reproduction to speed typing and 
prevent fatigue! 


The Norelco 35's compact size, light weight and 35 minute dic- 
tating capacity make it ideai for dictation at home, in your car... 
or for recording important on-the-spot information in the field! 


Try the Noreico ‘35’ in your own office and discover how much 
time and effort it can save you in the preparation of records, 
correspondence, reports, or other business paperwork. For a free 
demonstration, without any obligations, write directly to the 
factory for the name of the Noreico ‘35’ dealer nearest you. 
NORTH AMERICAN PHILIPS CO., INC., 

Dictating Equipment Division, 230 Duffy Ave., Hicksville, L.1., N.Y. 


in Canada, the Norelco ‘35’ is known as the ‘Philips’ dictating machine and 
is distributed by Philips industries, Ltd., 116 Vanderhoof Ave., Toronto, Ont. 


For More Information Circle No, 296 
















































































Mod. 8561 


Printing Calculator 


EXCEPTIONAL! 





wily 


TOTALIA 
GRAN TOTAL LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (italy) 


Distributing Centers in U.S.A. 
Transforms complex NEW YORK, Check Writer Co., 565 Broadway 
, : CHICAGO, Import Office Machine Co., 159 N. 
calculations into a Dearborn Str. 
LOS ANGELES, Wholesale Business Machi- 
: . nes, 7525 Beverly Blvd. 
simple and logical HOUSTON, Adding Machines Distributing 
. f ' Co., 2223 Caroline Str. 
succession of auto- DALLAS, Wholesale Office Machines Co., 
2000 North Lamar Str. 


matic operations 
CANADA distributor: Nauta Bros., 3615 
Danforth Avenue, Toronto. 











For More Information Circle No. 341 
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“Sure” $9 Glo IGGlee By Paps INUUSIeS, LtG., 11 VaNGermoecr Ave., toronto, Unt, 


For More Information Circie No, 296 


2 MILLION 
ACCOUNTING CLERKS* 
RELY ON US__YET 

they don't 


even know 





our name! 








Machine accounting is more economical, goes faster, smoother, more 
accurately .. . clerks work better and customers stay happier . . . 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 
marriage of fine carbon inks to fine paper. 

* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 


Kimberly-Clark €33 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. * Lee, Mass. * Mt. Holly Springs, Pa. 
For More Information Circle No. 259 
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MACKINAC — A NEW NAME TO REMEMBER! 


MACKINAC job-ready papers are 
made for those who take pride in re- 
sults . . . for those who are seeking 
clearer, sharper, cleaner impressions 
every time. 


Each paper in the MACKINAC line is specifically made to do 
a better job. Each paper has an especially prepared surface 
to insure clearness and sharpness in the process for which it 
is made and to bring new efficiency to your work. 


Only the best wood pulp—100% bleached chemical wood pulp 
—is used in the manufacture of all MACKINAC BUSINESS 
PAPERS. Precision cut at the mill to sizes 82x11” and 82x14", 
these quality papers are mill-conditioned and packaged in 


moisture proof wrappers. Each of the papers is available in 
brilliant white and six bright colors. 


Sold by authorized distributors. 


The complete Mackinac 
line consists of: 


MACKINAC BOND 


MACKINAC DUPLICATOR FLETCHER paper company 
MACKINAC MANIFOLD wees 

MACKINAC MIMEO : 

MACKINAC OFFSET 20 NORTH WACKER * CHICAGO 6, ILLINOIS 


MACKINAC OPAQUE Mill at ALPENA, MICHIGAN 


For More Information Circle No. 301 
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ASSETS assE !S Na 130. 
= Ee 30,000, o¢ 


Ba | | 
Receiy Syoe eg 10,000.00 
50 ,009.0¢ '0 | 


S Pendi 
"AND YOU = 35'200:0" 
vote... THOUGHT ~~ 
a YOU HAD 
| DESTROYED 
: IT! 


ATTENTION — 
Office Manager 


There's one quick, effective way to 

destroy confidential papers and obsolete 

records instantly — in your own office - with no 
possible chance that anyone can reconstruct them. 





For quick, effective 
sy > Ww “a acter PR: « is as ‘ 
The new Shredmaster Bantam 10 is a: destruction of 


unobtrusive as your office typewriter. Anyone Personnel Records 
can operate it... just drop papers in and Sales Files 
unreadable shreds come out. Safe, clean, quiet, Engineering Drawings 
trouble-free. You can use the sheds Financial Reports 

as packing material. Estimates 

and Proposals 








Put a Bantam 10 in every office where papers 
should be destroyed to protect personal 

privacy and company secrets. 

FREE: Illustrated descriptive folder with details 


of 10 Day Free Trial. Just write today to: 


75 Varick Street, New York 13, N. Y., Room 1410 
Ask for Circular 70 





ne 


Ss H R ED MASTER Corporation Shredmaster 


Sante 0 — . 
A DIVISION OF SELF WINDING CLOCK COMPANY, INC Jantam 10 — the 
lowest-priced 


Manufacturers of the Clipper 14, only heavier duty shredder on the 

shredding machine suitable for office use market. Quickly 

Sales and Service in principal cities in U. S. and Canada. pays for itself. 
For More Information Circle No. 260 





The world 
of letters 
relies on 


eve to do the jJob— 


easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every 
machine is precision-built to the 
highest standards—assuring 
quiet, consistent, trouble-free 
performance year after year. 


Authorized Sales & Service 
the World Over 


OLYMPIA DIVISION 


Inter-Continental Trading Corporation 


90 West Stre2t * New York 6, New York 


PRECISION TYPEWRITERS 


SF Lightweight Portable 


For More Information Circie No. 397 
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The Master Mind of Cash Control 


Revolutionary new . 

streamlined Cash Register, with 
automatic, itemized receipts, numbered 
and dated, stamped with the Firm’s name; 
accumulating automatic customer 
counter, as well as built-in 

adding machine. 


In Canada: Regna Cash Registers 

of Canada Ltd., 704 Notre Dame St. W. 
Montreal, Que., and Business Equipment 
Machines, 489-R King St. W. Toronto, Ont. 
OUTSIDE CONTINENTAL U.S.: 
Jorgen S. Lien, Box 507, Bergen, Norway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


REGNA 

Cash Master 

“The Dream 
of every 
Retailer” 








REGNA CASH REGISTERS INC., 

175 Fifth Avenue, New York 10, N. Y. 

Gentlemen: 

Please rush more information on the new Regna Cash 
Master and outline advantages of becoming.a Regna Dealer. 


Name 
Address 
City 











For More Information Circle No. 258 
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Soap not enough?... Abrasives too Rough? 


CLEAN HANDS 


Vanishes all office stains— gently, safely! 


Secretaries’ scrubbing sessions—daily drudgery even in the 
most modern of offices—are now as obsolete as roll top desks. 
Hectograph, mimeograph, addressing machine ribbon and car- 
bon and ribbon inks and stains disappear with just a gentle 
application of Clean Hands. Cracked cuticles, chemical hands 
and a host of other by-products of harsh solvents and abra- 
sives have had it. 


CLEAN HANDS 
BY 


smart-looking squeeze bottle 
delicate lemon fragrance 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
For More Information Circle No. 278 
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e it's ———— new —__—_ —— ——"addo-x"” model 2341E automatic multiplier 


@ with———— fast —_———_ fast ——fast completely automatic multiplication 


® priced low low low no more than a conventional adding machine 


© YO we a ——with this truly unique adding machine 


for details phone, wire or write”addo-x inc’, 300 Park Avenue, New York 22, NY, PL 5-5420 
For More Information Circle No. 323 
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LIGHT DUTY 
HEAVY DUTY 
DOUBLE DUTY 


BATES 
ELECTRIC 
STAPLER 


MODEL C-H30 


® Versatile 
® Staples everything from 2 to 100 sheets 


® One electric unit with interchangeable 
Model C and H-30 electric heads* 


® For everyday use: “C” head with 5,000 
brass staples to a load 


@ For heavy duty jobs: “H-30” head using 
high-carbon, chisel-pointed staples, up to 
100 sheets. Holds 280 staples —14”, 36”, 0” 


® (Only seconds to change heads 


Bates 56’ Electric... 


taples at touch of 


Aiitar 


adjustable depth gauge. Removable, AMA = WLI 2e— META loa aii emorey 


nterchanaeable stapli Orange, New Jersey 


Soundproofed New York Office, 63 Vesey Street, New York 7 
Write Dept. 0 for literature and prices. 
For More Information Circle No. 298 
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pa -10 | Ulox—mote) oh lale metey-) a— 
as much as 50% 

with Peerless 

QUICK SILVER... 

a completely new 
office 

‘el ale) €olore) oh’ mmo) geler—s-3-1 





Peerless Photo Products, Inc. 
Shoreham, Long Island, New York PEERLESS 


Gentlemen: ——— 


Please send me more information about QUICK SILVER, 
the completely new office photocopy process which: 


1 — makes single copies at only 5 cents each 

2 — makes an unlimited number of copies from one negative 
3 — makes all copies of equally good quality 

4 — eliminates peel-apart and throw-away sheet 


5 — is available as a combination unit or as a separate 
processor adaptable to your own copying machine 


6 — has no copy limitations 











NAME 





COMPANY_— 





STREET. 





ZONE STATE 





For More Information Circle No. 266 





How can she miss? She's using 
Tempo’s coordinated line of stencii 
duplicating supplies and the Tempo- 
Geha— today’s biggest value in sten- 
cil duplicators. 

You, too, can make a better itmpres- 
sion with the clean crisp perfection 
of Tempo-produced copies. They de- 
light the eye, impress the mind. And 
they're so easily, economically pro- 
duced using the equipment and tech- 
niques pioneered by the makers of 
Tempo. 

Why not get better acquainted with 
this years-ahead line which gives 
you everything you've ever dreamed 
of in stencil duplicating results. 





Tempo-Geha duplicators are avail- 
able in 9 models priced from $199. 


For details: write, phone or wire 


1s TEMPO 


America’s highest quality and 
most complete line of Stencil 
Duplicators and Supplies 





Ls ieMILO HARDING COMPANY. Established 1964 + 152 Tempo Building, Monterey Park, California 
ed mig AOTTIOURDA 4 AEN PRD i, ¢, + MEXICO DF, AND DEALERS VERY wiennias 


ac 2 te 


For More Information Circle No. 268 
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SWIFT 


unIisTroke 


It is the world’s 

lightest (64 Ibs.) 

and the most inexpensive (99.50) 

adding machine with nine column capacity, 


two-color printing and visible adding dials. 


ADDITIONAL OUTSTANDING FEATURES 
No extra stroke required for totals or sub-totals; non-print lever for calculating—large size 
pica type for readability—shoret stroke handle for fast (150 OPM), easy operation 


At better Office Machine Dealers everywhere or write for information TODAY 
SWIFT BUSINESS MACHINES CORPORATION 
GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 331 
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from 

any angle 
your 
best buy 


COLE 


PORTABLE 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. » 415 Madison Avenue « New York 17, N. Y, 
For More Information Circle No. 292 





yy oer aenorae 
for last month... 














SMEAD FILING SYSTEMS CREATE ORDER MIDST OFFICE CHAOS. 


Ask your Smead stationer and office supply dealer to show you Smead’s TELL-I-VISION and FLEX-I-VISION filing 
systems . . . or write us for illustrated literature 


SMEAD MANUFACTURING COMPANY HASTINGS, MINN. CHICAGO LOGAN, OHIO. LOS ANGELES 


For More Information Circle No. 269 
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new convenience 


new from top to bottom: 
new styling 


JY 


CHANNEL STEEL 7 


LIBERTY. 
400 


STORAGE FILE 











SIMPLE 
SPRING LOCK a A ANN 
CLOSURE om AUTOMATIC L 
a LOCKING BOTTOM 


CLEAN and CLEAR tp ae 
INDEX AREA 406 STURDY 
CONVENIENT 
PULL HANDLE 





The storing and housing of inactive office records The NEW ‘400’ File exceeds the quality, effi 
is made easier, more convenient, with the new’ ciency and advantages of any other corrugated 
Liberty ‘400° box-type file on the market on every point of 
comparison . while retaining famous Liberty 
Economy and Efficiency. Made of economical 
high-test corrugated fibreboard to withstand 
hard usage. 


End-Product of a 2-Year Development Pro- 
gram, the NEW ‘400’ File brilliantly solves the 
objectives of quick, easy Positive Locking... 
Flat Top Closing . . . of One-Piece Construc- Get all the facts and you'll agree that the NEW 
tion and of handsome Front Office ‘400’ File is the most modern answer to the 
Appearance. problem of housing inactive records! 











Bankers Box Products, famous since 1918, are 
distributed coast to coast and in Canada, by 
office supply and equipment dealers. Ask your 
dealer to show you the new ‘400’. 


HERS iii 
Zz BANKERS BOX COMPANY ) “raset 


2607 North 25th Avenue ¢ Franklin Park, Illinois 


“6 . ootrnes 
% Gledstone 5-7700 e (SuBurb of Chicago) since 1918 


For More Information Circle No. 299 
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transistorized PORTABLE 
dictation machine with 


All controls 
in your hand 


: x COMBINATION 
\ -@ 


MICROPHONE-SPEAKER 


» a 
: 4 @ ELECTRIC REVERSE 
yo Tastes PLAYBACK 


@ DICTATE-LOCK 


x 
~-—-e INPUT VOLUME 


@ OUTPUT VOLUME 


om tometer 


oronet 


Microphone Control. ALL operating controls are 
in the full hand-size mike. Makes dictation as 
easy as talking. 

Perfect Dictation Every Time. No confusing 
corrections. Just dictate new phrasing over 
old—perfect dictation always! 


Send this coupon 


| 
FOR DESCRIPTIVE 
LITERATURE! ; CJ Send me 
| Coronet literature 
mptometer |! 
orporation 
| 
| 
I 


[] | would like to 


... Better Products see the Coronet 


to Better Business 


prccc-------- 


NOW DICTATE 
WHEREVER 
YOU ARE! 


INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Book-sized transistorized 
Comptometer CORONET has 
permanent printed circuits 
and built-in erase bar. 
Tucks into briefcase, car 
glove compartment, 

desk drawer... goes 

where you go. 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Stand- 
ard Desk Machine. Belt can be reused thousands 
of times. No recurring costs as with ordinary 
belts, discs, cylinders—a saving that pays for 
your Coronet. Belt is easy to insert and remove. 
Operates on 6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 
Scaled down in all but performance, here’s big 
machine service and big new advancements, 
wherever you may be —complete portability! 


ie a aaah cae sh ti th “Ze i Si igh ein a 
Comptometer Corporation, 1724 N. Paulina St., Chicago 22 


Name 


Firm 


| 
| 
| 
| 
| 
Street ; 
1 
1 


City 


For More Information Cirele No. 300 
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WHAT THEY READ BETWEEN THE LINES IS THE PAPER! 


& 


WHAT THEY READ ~ Sh Nl LINES IS THE PAPER! 
. mm, 


4 


a! 
HE LINES*1S THE PAPER! 
ltd 


™ 


ae ‘ 
Ge" i 


nue ties IS THE PAPER! 


THAT’S WHY YOUR COMPANY DESERVES ATLANTIC BOND 


ATLANTIC BOND. The fine business paper 
with the personal touch. Leader in national sales, 
Atlantic Bond is the world’s finest genuinely 
watermarked sulphite bond. For dignity. For quiet 
impressiveness. You make a better impression 
with Atlantic Bond. Ask your local supplier—or 
write direct —for test packets. 


EASTERN FINE PAPERS 


EASTERN FINE PAPER AND PULP DIVISION 
STANDARD PACKAGING CORPORATION - BANGOR, MAINE 


NEW EXCLUSIVE E-Z START REAM OPENER 


Simple. Practical. 
Just pull the tab. 
Theream of paper 
isopen. No broken 
fingernails. No 
torn or cracked 
paper. Makes 
storage simpler. 


For More Information Circle No. 334 
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N ANY OFFICE in the world, the 
I snarl of a hungry jungle cat cutting 
across the routine clatter of typewriters 
would have the typists heading hurried- 
ly for the nearest exit. Not so in the 
offices of the New York Zoological 
Park in the Bronx, where the roar of a 
Bengal tiger, the barking of sea lions, 
and the whooping of Malayan gibbons 
are as common as the more familiar 
sounds heard in other offices. 

Some people are surprised to learn 
that we have an office at all. Somehow 
they never connect the ordered proce- 
dures of the office with the rather exotic 
atmosphere of the zoo. Yet, since the 
park opened on November 8, 1899, 
our offices have been taking care of the 
large amount of paperwork needed to 
maintain our growing collection of 
mammals, birds, reptiles, and fish. 

In all we have about a dozen differ- 
ent offices. These include those of the 
controller; departments, such as mam- 
mals, birds, reptiles; aquarium; animal 
hospital; publication and photography; 
education department; construction and 
maintenance; facilities; membership (of 
the N. Y. Zoological Society); and 
tropical research. All these departments 
have their separate offices and keep 
their own extensive records. Each is, 
in a sense, a separate entity contribut- 
ing to the overall success of the park. 

The general business, or controller’s, 
office is responsible for setting up the 
organization’s office procedures, and 
largely controls its revenues and expen- 
ditures. It keeps the books and general 
records, prepares payrolls, pays bills, 
and handles purchasing, insurance and 
related office problems. 

A Burroughs Sensimatic 1506, takes 
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Office Work in 
A Big City Zoo 


H. F. SCHIEMANN, Controller, 
New York Zoological Society 


care of payrolls, accounts payable, 
sales records, facility dept. sales, gen- 
eral bookkeeping, etc. This machine 
can be operated by relatively inexperi- 
enced personnel. Our other office ma- 
chines include Addressograph address- 
ing equipment; Thermo-Fax photocop- 
iers; Addo-x adding machines; a Rex- 
Rotary D270 duplicator; Olivetti cal- 
culators; and Royal typewriters. These 
last are used throughout our offices. 
Every day three dozen or more dif- 
ferent cash receipt reports are handed 
in to the controller’s office. The varied 
sources of these various cash revenues 
give a good idea of the ramifications of 
the park’s business. The reports are 
made out on differently colored forms 
to avoid confusion. They cover such 





N. Y. Zoological Society Photo 


“Someday I’m going to give up cigarettes 


altogether.” 










things as park admissions; cafeteria and 
restaurants; tractor train; riding ani- 
mals; children’s zoo; perambulator ren- 
tals; and, for more than ten years, the 
platypus exhibit. 

Cash collected during the day is 
processed through a standard Johnson 
coin sorting and counting machine and 
a Downey-Johnson wrapping unit. It 
is then shipped to the bank via the 
Wells Fargo system. 

Each of the departments devoted to 
mammals, birds and reptiles is under 
the direction of a curator. The curator 
is generally responsible for the crea- 
tures held by his department and, from 
time to time, for purchasing additional 
species. Each curator has his own bud- 
get and, provided the prospective pur- 
chase falls within its limitations, he 


goes ahead and buys such creatures he 
feels should be part of the zoo’s collec- 
tion. Where a rare, and consequently 


expensive, creature is concerned, e.g. 
the platypus, or the Ovis poli, the cura- 
tor consults with senior officers of the 
park. 

Offices of these departments have 
kept complete records on every species 
ever held by the zoo, as well as on 
every individual mammal, bird and 


Imperturbable secretary in the zoo’s office 
handles a full-grown pine snake, while 
sulfur-crested cockatoo looks on. 

N. Y. Zoological Society Photo 


reptile. Data on the species are kept 
on 3” x 5” cards. Information on new 
acquisitions is first recorded in a special 
ledger. Then, when the creature goes 
on exhibition, this information is posted 
on 4” x 6” and 6” x 8” cards. When 
a creature is exchanged, sold, dies, or 
otherwise cancels out, its relevant data 
are transferred to a special dead file. 

The importance of the records to 
educational, scientific and medical in- 
stitutions is inestimable. For instance, 
just the other day we were able to help 
settle a dispute between parasitologists. 
A certain Dr. X wished us to check our 
records and see if we had had a Suma- 
tran rhinoceros in our collection in 
1906, and whether the animal had 
passed a tapeworm in that year. This, 
he told us, had been stated by another 
parasitologist in an article. The situa- 
tion was further complicated by a sec- 
ond writer who, in reviewing the first 
article, stated that the rhino hailed from 
Java, had died, and had its skeleton 
presented to the U.S. National Museum 
in Washington. Our records showed 
that the only rhino we held in 1906 was 
an African variety. Of the now 53- 
year-old tapeworm we had no record. 
Dr. X was delighted, we had proved 
his point, and the connection between 
rhinos and tapeworms would have to 
be looked for elsewhere. 

The aquarium — now located at 
Coney Island—is an important unit in 
the business setup of the zoo, for its 
business affairs are largely handled by 
the controller’s office. Essentially, its 
overall operation corresponds very 
closely to that of the park. Instead of 
a departmental curator, this section is 
under the control of a director who 
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fulfills more or less the same function. 

Headed by a veterinarian, the animal 
hospital is responsible for the health of 
the zoo’s collection and, in concert with 
the various curators, helps work out 
desirable changes in routine and diet. 
The veterinarian also conducts all 
autopsies after animals die. The hospi- 
tal’s office and laboratory keeps exten- 
sive records of its findings and is fre- 
quently called on to supply data to 
medical schools, veterinary colleges 
and similar institutions. 

Besides, as its name implies, being 
responsible for the zoo’s many publica- 
tions, such as Animal Kingdom (the 
magazine of the society), the publica- 
tions and photography department 
needs accurate records to carry out its 
public relations program. This is also 
true of the education department, 
which keeps a library, a motion picture 
rental service, and voluminous files. 
Hardly a day goes by without the pub- 
lic contacting this department with 
questions. Sometimes these are routine, 
but often it is only thanks to its meth- 
odical filing system that the section can 
come up with the precise answer. 

The zoo has its own force of car- 
penters, painters, electricians, etc., all 
administered by the department known 
as construction and maintenance. This 
section also has its own office that ful- 
fills much the same function as any 
other such office with an independent 
construction firm. 

It still surprises many people to learn 
that the park’s revenue from facility 
sales—including the sale of popcorn, 
sodas and hot dogs — totals about $1 
million annually. These activities are 
handled by the facilities department, 
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N. Y. Zoological Society Photo 


Part of the regular procedure at the zoo, 
careful records are kept of the weights of 
all its creatures. 


which has its own office to take care of 
its paperwork. The various other de- 


partment offices which, to a greater 
or lesser degree, specialize in the par- 
ticular requirements of the section con- 


cerned, follow the _ general office 
procedures set up by the controller’s 
office. 

We are often asked how the purchase 
of a new exhibit is handled. It goes 
something like this. When a curator de- 
cides to make an addition to the zoo’s 
collection—as did the curator of mam- 
mals a few weeks ago, when two South 
American tapirs were added—he first 
develops the source of supply. This will 
usually be an animal dealer or may be 
another zoo. In the former case, the 
dealer will take care of all the details 
of obtaining the creature in the first 
place. Occasionally, where a particu- 
larly rare species is concerned — e.g., 
the tuatara from a remote island off 


79 





New Zealand, a creature that looks like 
a lizard but is actually a rhyncocepha- 
lian—the zoo will commission its own 
agent to take charge of its capture and 
shipment personally. This happened 
quite recently when the zoo purchased 
two gorillas through the Cordier expe- 
dition to the Belgian Congo. 

Once the source of supply has been 
developed, the curator prepares a requi- 
sition. A purchase contract is drawn 
up—generally in U. S. currency — and 
mailed to the interested parties. Con- 
siderable time frequently elapses before 
the creature arrives at the zoo. U. S. 
quarantine laws require that many spe- 
cies — particularly hoof stock — be 
quarantined for as much as six months. 
This means additional paperwork for 
the office of the department, e.g. ob- 
taining entry permits from various fed- 
eral agencies, clearance certificates, etc. 


It is interesting to note that, aside from 
the usual public liability insurance car- 


ried by the park and, in certain in- 
stances, insurance covering an acquisi- 
tion in transit, the zoo’s many creatures 
are not covered by insurance, either 
individually or collectively. The reason 
for this is that the cost of such insur- 
ance is prohibitive. 

After the creature has been received 
at the park and approved as to its 
good condition and health, the account- 
ing section of the controller’s office pays 
the vendor’s bill. The creature mean- 
while goes on exhibition as part of the 
zoo’s collection. 

When you consider the amount of 
recorded information connected with 
each and every one of our many species, 
the need for efficient office procedure 
can be readily appreciated. Next time 
you take a stroll around a zoo, be it 
in the Bronx or give a 
thought to the long hours of painstak- 
ing office work that makes the whole 
thing possible. 


elsewhere, 


The unexpected is 
the rule at the zoo. 
Here a_ playful 
coati-mundi springs 
from the bookcase 
onto the shoulder 
of an employee in 
the education de- 
partment. 


rf 


N. Y. Zoological Society Photo 
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INCE OUR AGENCY is modern 
S enough to operate its own airplane, 
we thought our pen-and-ink accounting 
system was slightly “horse and buggy.” 
Study showed it was not doing as effec- 
tive a billing job as it should have been 
doing for us and for our clients. So, last 
year, we switched from one-job-one- 
ledger-at-a-time procedure to the multi- 
ple operations of an F 1503 Burroughs 
Typing Sensimatic accounting machine. 
In our new system, we machine-prepare 
all journals, statements, checks, ledger 
cards, invoices, payroll records, vouch- 
ers, general ledger—in fact, full agency 
bookkeeping on one machine with one 
operator handling all the work. 

Even though our previous manual 
methods were definitely efficient, they 
could not accomplish nor provide the 
clear, descriptive, automatic informa- 
tion which we now receive. One girl 
now does the job which formerly re- 
quired two, so we expect to recapture 
our investment within two to three 
years. Equally important is that addi- 
tional billing can now be processed 
without additional personnel. Presently, 
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All Agency’s 


Accounting Is 


Mechanized 


FRIEDA M. OLSON, Controller, 
Howard H. Monk & Associates, 
Rockford, Il. 


the machine is used only for accounting 
purposes. It would not be impossible, 
however, to coordinate some media 
recapitulations and schedules on it. 

This agency, established in 1932 by 
Howard H. Monk, today has 40 em- 
ployees and 31 clients, divided about 
equally between consumer and indus- 
trial goods. Our 1958 billing, including 
capitalized fees, was $4.5 million. Our 
work embraces advertising, sales pro- 
motion, marketing counsel, research, 
plans and programs, publicity, direct 
mail, public relations and related activi- 
ties. 

The accounting machine has reduced 
billing time by two-thirds. Billing which 
previously took nine days is now com- 
pleted in three days. We bill once a 
month under the present 
opposed to a former tri-monthly pro- 
cedure. We now bill “before the fact,” 
not “after.” Thus we know exactly what 


system as 


our status is every day. 

The new billing procedure has an 
all-inclusive once-a-month invoice. It is 
dated the 20th and covers space, art, 
miscellaneous adjustments and service 
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charges for that month. Previously, we 
prepared a separate invoice for each 
advertisement plus a sales journal by 
client name with a classification of 
charges. The present operation saves us 
a great amount of posting time. 





“Me 





Clients realize a significant time sav- 
ings in checking and expediting invoices 
for payment. None of them has ob- 
jected to, or questioned, the all- 
inclusive, single billing method because 
we itemize art, mechanical, space and 
service fee. It would not, however, be 
any trouble to provide individual billing 
amounts on any specific job, or any 
other breakdown requested, because the 
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than four hours. Payroll is also processed on 


two days to complete, now it is done in less 
the accounting machine. 


Checkwriting and vouchering used to require 


REYNOLDS PUBLISHING CO, 
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machine simply puts out the informa- 
tion that is fed to it. 

The invoice is prepared simultane- 
ously with the sales journal. The book- 
keeper merely types descriptions of the 
charges and shows the job number, dis- 
count amount and gross charge. She 
next indexes the usual 15% agency 
commission which, since we operate on 
a service fee or retainer basis, is auto- 
matically subtracted by the machine and 
credited to the client. 

The billing procedure is similarly 
continued for each media category, 
until all descriptions and charges are 
completed. Our service fee is the last 
amount entered. At this point, the 
client’s ledger is placed in the machine, 
which automatically prints the amount 
previously due, the date, invoice num- 
ber, discount, amount of the present 
bill and the new total for this month. 
All this data is recorded simultaneously 
on the ledger, invoice and journal. In- 
voices are now ready for mailing to 
clients and our billing is finished. 

A small italic numeral prints after 
each gross amount on each bill to 
identify the media category. We have 
nine categories, and, as we bill, the 
machine automatically accumulates to- 
tals for each, as well as a gross total for 
all billing. At the end of the billing run, 
these totals print on the journal. 

For further simplicity, the cash re- 
ceipts journal is posted two or three 
times per month. Payments are credited 
to clients’ ledgers and printed on the 
journal as a by-product. The operator 
merely enters the amount due from the 
client and the amount remitted. If the 
figures are equal, we get “OO” in the 
balance column, indicating that the 
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account is paid and up to date. If the 
figures do not balance, the amount re- 
maining due or the amount overpaid 
prints in the balance column. At the 
end of the run, the total of all payments 
received prints on the journal. 

Space or media charges that have 
been billed to the client, but for which 
we have not received the media’s in- 
voice, are posted to the sales journal. 
This enables us to establish the total 
cost of buying space for the month. It 
also eliminates the problem of balancing 
which had frequently required an ad- 
ditional day’s work. 

The purchase journal and _ check- 
writing (accounts payable) is the liabil- 
ity section of our system. Our previous 
method of hand posting the journal and 
manually writing checks required two 
full days. Now both operations are 
completed in less than four hours. 

Processing payroll records for 40 
persons required substantial time pre- 
vious to our new method. Now we ma- 
chine-write all records at the same time: 
employee’s earnings ledger, paycheck, 
statement and payroll journal. Totals 
of gross pay, each class of deduction 
and net pay print on the journal at the 
end of the payroll run. The machine 
figures the balances-to-date for earnings, 
FICA and withholding taxes. For quick 
reference, these amounts are recorded 
on the earnings ledger. By automatically 
keeping these records up to date, it is 
easy to prepare 941-A and W-2 reports. 
These, too, are done on the machine. 

Although general ledger posting is a 
small job compared to our other ac- 
counting procedures, it is handled more 
efficiently by machine than with pen 
and ink. Preparing the general ledger 
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is little more than a copying job from 
our up-to-date figures. 

All in all, our new accounting pro- 
cedure has afforded us numerous ad- 
vantages. We learned to operate the ac- 
counting machine almost immediately, 
and believe that near peak efficiency 
was reached within a couple of days. 
Probably one of the best features is the 
mutual benefit to both the agency and 
the client. Many clients have com- 
mented favorably about the all-inclusive, 
convenient bills we now submit. A num- 
ber of clients have indicated that they 
prefer the single, machine billing be- 
cause it simplifies their accounting job. 
Prior to setting up the new procedure, 
we simply sent out a letter with a sam- 
ple monthly statement showing the 
client how it would be done in the 
future. We have, of course, remained 
flexible to meet any exceptional billing 
situation to an individual client’s com- 
plete satisfaction. 

In addition, the present system per- 
mits us to keep account executives in- 
formed on the fact-figure activity of 
each of their accounts; and manage- 
ment keeps informed on overall and de- 
tailed agency accounting operation. 


Barbara Ann Purkey posting on the 
machine. 
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What’s Sacred 
About a Letter? 


WILLIAM WERNER BRADFORD, 
President, Letterex Corp., 
Washington, D. C. 


LETTER usually represents the 
A voice of authority. Being the 
voice of management, who is going to 
question it? Many methods men would 
as soon correct their president’s tele- 
phone manners, as make any suggestion 
whatever about his letters. 

The written word has always had a 
certain sanctity. From the time when 
the writing of letters was the exclusive 
business of the high priests of the 
temple of Ammon in Egypt, to put any- 
thing in writing has given it a special 
validity. The letter becomes part of a 
sacred family that includes printing, 
books generally, and—most terrifying 
of all—evidence to prosecute or defend 


‘a possible case at law. 


For better or worse the letter lends 
itself to formalizing. To change that 
formality, particularly in a letter trying 
to sell something, might be taken with 
poor grace by the reader. Worst of all, 
the letter is relatively permanent. Its 
sanctity is seen in the billions of letters 
and copies of letters that are annually 
filed away, never to be seen again for 
the most part. There is a way of re- 
cording and filing telephone conversa- 
tions, but I’ve yet to see the business 
that files its telephone conversations and 
throws away its copies of letters! 

On top of these basic reasons, there 
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are many other related and complex 
reasons why letters are sacred. Among 
them: 
(a) Resistance to change. 
(b) Regarded as a minor inatier by 
almost everybody. 
(c) Frequent absence of clear-cut au- 
thority in the field. 
(d) Resistance of such professions as 
the law to change of any kind. 
It may seem to be a strange senti- 
ment to be coming from‘me to say that 
there are far too many letters written, 
but it is a fact that most business can 
be done far more expeditiously by tele- 
phone. We use it all the time, even in 
relaying orders and shipments. It’s fas- 
ter—and we're not trying to pin down 
responsibility for what happens or 
doesn’t happen. We make a mistake 
now and then, but for that matter, mis- 
takes can creep into letters, too, and 
many a business is slowed down con- 


siderably just so that blame can be put 


in the proper place. If half as much 
thought were given to the placing of 
praise as is given to the placing of 
blame, many an office would double 


int 


\ 
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“Going by a mailbox, Sir?” 





“Forget it. Pll use a different word.” 


its output. 

Where the Hoover Commission de- 
plored the increase in letters per Gov- 
ernment employee from 55 to 522 
yearly, we might say that this repre- 
sents an increase in productivity per 
employee of almost 1000%. Looked 
at in that light, the whole phenomenon 
might be regarded as a wonderful ad- 
vance instead of a bureaucratic burden 
—although the Hoover Commission 
didn’t seem to report it with pride. 

This sanctity of letters comes to us 
from all directions. We find many large 
corporations (and small ones, too!) mar- 
ried to a brand of paper sold to them 
many years ago. If they have always 
had the word “copy” on their copies, 
they want the word “copy” on their 
copies! 

How many companies, for example, 
have taken a good look at the Simplified 
Letter sponsored by the National Of- 
fice Management Assn? It represents a 
tremendous advance in general cor- 
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Makes 


accurate copies 


the all-electric, \ 
all-dry way ! 


Only“Thermo-Fax’ Copying Machines do so many 
jobs...so quickly, so easily, for such low cost ! 


Looking for the efficient way to 
speed work flow in your office or plant? 
Call on ‘“Thermo-Fax” Copying Ma- 
chines. Copy a business paper in just 
4 seconds—by the only completely 
electric, completely dry, completely 
clean copying process. 

These versatile machines are used, 


«++ WHERE RESEARCH IS 


Name 


Minnesota yy 
Dept. ES-69, St. Paul 6, Minnesota 


too, as low-cost billing machines, 
accounting machines, addressing ma- 
chines, labeling machines. In many 
other systems as well you'll find 
““Thermo-F ax” Copying Machines the 
most valuable office machines work- 
ing for you. Call your local dealer, or 
mail the coupon. 


soees Vfinnesora Minne AND Maanvracrurine COMPANY:+++>+> 


THE KEY TO TOMORROW 


and Manufacturing Company 





Company 





THE TERM “THERMO-FAX" 
IS A REGISTERED TRADEMARK 


Address 


eeeeveeeeeeeeee 





OF MINNESOTA MINING AND 
MANUFACTURING COMPANY 


City 


Zone State_ 





For More Information Circle No. 243 
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THE COST OF COFFEE AND DOUGHNUTS can save you $6 a day 
with the Dictaphone Time-Master and the Dictabelt record. 


A quarter a day buys and maintains the 
finest facility for getting your thoughts on 
paper with ease and efficiency. 

The Dictaphone TIME-MASTER dictat- 
ing machine with the Dictabelt record is the 
newest, most automatic of all dictating sys- 
tems, and the finest value. 

It’s just as easy as phoning. Pick up the 
mike and talk your work away. All neces- 
sary controls are on the mike. No short- 
hand; no wait for your secretary. 

You save money, too, because it will gain 


at least an hour a day for you and your 
secretary. For a $10,000-a-year man that’s 
$5.15 a day. With secretarial time added, 
it’s well over $6.00. 

Only the Dictabelt record gives you such 
confidence in dictating. Fidelity—your sec- 
retary can’t mistake it. Permanence—can’t 
be erased accidentally. Visibility—you 
know that you’re recording, you easily 
find your place. 

Phone a Dictaphone office for a free TIME- 
MASTER demonstration. 


THE NEW, ALL-TRANSISTOR Dictaphone TimE-MASTER 


Dictaphone, Time-M } 
n Ave. E., Toront 


trademark 


17 


f Dictaphor p., 420 Lexington Ave., t 


N. ¥. 17, N. Yo 


1¥ otrotiora Fi., 


For More Information Circle No, 328 
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Let’s look at our letters as if they were just the quickest, cheapest, easiest and most 


efficient way to get something said or done. 


respondence work and, in my opinion, 
deserves far moré publicity and promo- 
tion than it has had. It costs nothing— 
maybe that’s the trouble with it. If it 
were “sold” it might move more 
quickly. Does your organization use 
the Simplified Letter? Why not? 

But the general business office is not 
to be compared with the average law 
office. It’s hard to believe how sacred 
a piece of paper can be until you’ve 
seen a top-flight legal secretary touch 
a piece that’s unfamiliar. Don’t try to 
substitute a piece of 100% smooth rag 
for 50% high cockle—it wouldn’t be 
quite legal. There also must be the 
feeling that if the law case is weak, the 
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paper had better be strong or they'll 
both fall apart together. 

In our own special field, we seldom 
see the compartments of typists’ or 
secretaries’ desks properly used although 
desk manufacturers have done a pretty 
good job to prepare convenient com- 
partments for stationery supplies. Some- 
time after work, if you’re a conscien- 
tious office manager, have a look. Not 
one out of ten typists will have the 
desk compartments arranged to best 
advantage: 

1. Is the original letterhead so placed 
in the drawer that it be 
grasped = right-side-up 
motion? 


can 


with one 





. Are all necessary colors of mani- 
fold in suitable compartments so 
they may be withdrawn at the 
same time? 

. Is the carbon paper in the same 
drawer, or elsewhere? 

. If one-time carbon sets are used, 
are they left in a pile on top of 
the desk simply because they were 
edge-gummed when’ manufac- 
tured? 

. Are envelopes, and the more 
commonly used enclosures, con- 
venient, or in the next room? 

Our experience is that stenographic 
pools tend to be well organized. It’s 
another thing when the girls are all over 
the building, under the direction of 
various department heads and not sub- 
ject to pool discipline. 

So, look at your letters! In our own 
field we know that most business letters 


are still being made up with carbon 
paper as they were during the gas-light 
era. We know that our industry has a 
tremendous job to do in replacing the 











“He gets more done when he’s 
away from the office.” 


customs of generations with more 
modern methods. We know that too 
many letters are written—that a tele- 
phone call, a form, or a postcard could 
do the job better, faster and cheaper. 

We haven’t touched upon the con- 
tents of the letter. That’s not quite such 
holy ground. It’s my opinion that you 
can’t educate people to write good let- 
ters. They’re either long-winded or not, 
either clear thinkers or not, either 
direct or devious—and all the kings’ 
horses plus the college credits won't 
change them very much. So the con- 
tents of the letter are another, and pos- 
sibly larger problem. My point is that 
it is the letter itself, and fortunately not 
the spirit, that’s sacred! 

Let’s look at our letters and every- 
thing about them as if they were letters. 
As if they were the quickest, cheapest, 
easiest and most efficient way of getting 
something said or done. Shall we, for 
example, attach a “courtesy copy” to 
all outgoing letters on which we expect 
some action? It’s a lot easier to send 
along an extra copy than for the re- 
cipient to have to make one at the 
receiving end of the line. Have the 
office management or methods organi- 
zations taken any steps nationally to 
standardize the significance of colors? 
Does the blue copy always go to en- 
gineering, pink to sales, canary to gen- 
eral files, green to the field office, gold- 
enrod to manufacturing—or is the sub- 
ject too big or too sacred? Do we use 
window envelopes for correspondence 
or just for invoices and checks? 

Have a look at your letters. They’re 
not really sacred. They just seem to 
be—and there’s bound to be room for 
improvement. 
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... Iraveletter’s rates are 
exactly the same as in 1949 


The Traveletter® System for reimbursing trav 
eling personnel is available at exactly the same 
rate as it was in 1949. And you'll be surprised at 
the other savings you can effect by using 


Traveletter. It is the soundest and most eco- 


travel expenses yet devised 


Traveletter has been used since 1894 by com- 
panies employing from 1 to 1000 travelers, in- 
cluding United Aircraft Corporation, American 


Cyanamid Co., Western Electric Co., Alexander 


nomical system of handling and controlling Smith, Inc., A. B. Dick Co., and many others, 


Traveletter 


Modern System for Handling and 


"Traveletter'—Reg. U.S. Pat. Off. 


Controlling Travel Expenses Since 1894 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION ° GREENWICH 
For More Information Circle No. 245 
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Training Is Easier When 


You Know How People Learn 


ERNEST W. FAIR 


HE MOST EFFECTIVE 
quickly and thoroughly train office 
workers is to know and understand how 
men and women learn. The old method 
was to set up a routine or training pro- 
gram and hammer away at it until the 
employees either assimilated mosi of it 
or were given up as hopeless. 
Basing our program on an_ under- 
standing of how employees learn, and 
drafting it to fit these standard pro- 


way to 


cedures, provides the answer we seek. 
Wherever training programs are built 
around the all-important principles of 
how people learn, training costs are 
less and effective workers are secured 
much quicker. Here, from studies of 
a number of experts in the fields of em- 
ployee training and business psychology, 
are the considerations which we can 
apply to any training program, even to 
day-to-day personal instruction by im- 
mediate supervisors. 

We learn by thinking, by using our 
heads. Any program which forces the 
individual to think for himself is ab- 
sorbed easier and more effectively than 
if we depend on his memory to do the 
job. All of us understand better the 
things we think out for ourselves. Our 
comprehension is always deeper and 
the point stays with us much longer than 
when a principle is set down for us 
solely to memorize. When we under- 
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stand the reasons why, we are able to 
think out the problem. 

We learn by having the opportunity 
to develop at the work itself. Any new 
point a supervisor wishes to put over, 
for example, can always be impressed 
on employees more effectively if he or 
she can develop it on the job itself. 
Programing the point in question so 
that it can be taken in stages and 
absorbed into the job, section by sec- 
tion, secures lasting results which is not 
always true when the whole thing is 
given at one time. 

We learn by conditioning to the situa- 
tion. Popping an office worker into a 
job and telling her, “Now, here’s how 
it’s done,” is a much more difficult way 
to train her than to first spend a little 
time preparing her for the assignment 
in advance. Our experiences, our 
nerves, our feelings—all should be con- 
ditioned to the new assignment before 
it is thrust upon us. This always makes 
things easier, not only for the employee 
but for the training supervisor as well. 

We learn by practice of each step up 
to a job. Almost every advanced job 
requires apprenticeship and training in 
other jobs below it. If we skip them, 
we multiply our problem. It is much 
easier to train men or women in stair- 
step procedure, up toward the bigger 
job, than to thrust them suddenly into 
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THIS KEY eliminates ‘‘back- 
tracking”’ hand operations 
|/ that eat up most of the time 


(4 In multi-step figuring. 


The Marchant transflo breaks 
through the old limits of calcu- 
lator automation by means of a 
unique mechanism called “back 


transfer.” 


A touch of the back transfer 
key instantly and in a single cycle 
transfers the intermediate result 


in a multi-step problem back into 
the keyboard dials without the 


tedious re-entry of each digit by 
hand. There’s no “backtracking”’ 
over columns of figures or scratch- 
pad notations. 


The Marchant transflo moves 


il i figures swiftly from dial to dial, 
stores them and recalls them 
whenever needed. This unique 


ability creates new standards of 
operating ease, accuracy and 


speed, reducing chances for oper- 
ator error and making possible 
vastly increased output. 


To fully appreciate the transflo 


you have to watch it perform. Get 
a demonstration by calling your 
nearby Marchant office. For 
advance information, send the 


reader-inquiry card or write on 
your company letterhead. 


Modern Management Counts on Marchant 


MARCHANT CALCULATORS =: 


Division of SMITH-CORONA MARCHANT INC. 


For More Information Circle No. 425 
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Mailines done 
in spare time! 


“A mailing used to be a Big Thing 
around here—tied up three of us, 
and we all got behind in our other 
work. Now the Model 3300-FH and 
I can fold and stuff special mailings, 
or just daily mail, in my spare time, 
and get them all out easily.” 





The new Pitney-Bowes Model 3300- 
FH combined Folding and Inserting 
Machine will fold and stuff in envelopes 
500 single sheet enclosures in eight 
minutes—can be used for letters, leaflets, 
cards, invoices, statements, bulletins, 
even loose or stapled sets. A second 
enclosure can be handled by a separate 
run-through. It can be set in a minute 
without tools and is easy to use. 











PITNEY-BOWES Folding 
« Inserting Machines 


Made by the originator of the postage meter...121 offices 
in the U.S. and Canada, with nationwide service coast to coast. 


For More Information Circle No. 281 
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Planned for the smaller office, the 
3300-FH speeds up regular mailings, 
cuts their cost; also useful for your 
ordinary daiiy mail; saves disruption 
of schedules, borrowing girls, and 
overtime. It is a real economy in any 
office — and a great convenience. Its 


Model 3110, with six 
optional stations, stuffs 
up to six enclosures at 

» speeds to 6,000 an hour. 
. Offers optional 
hookup with a PB 

postage meter 

mailing machine. 


inserter unit hooks onto any PB folding 
machine, or operates separately. 

Call the nearest PB office for details. 
Or send coupon for free illustrated 
booklet and case studies. 


FREE: Handy desk or wall chart of postal 
rates with parcel post map and zone finder. 


RS SE ee eS 
| Pirney-Bowes, INc. j 
| 3463 Crosby Street, Stamford, Conn. | 


1 Send free 0 illustrated booklet and j 
{ “case studies” on PB Folding and Insert- l 
f ing Machines; (1 Postal Rate Chart. j 


I Name ____ 


l 
| Address — 4 
| 


For More Information Circle No. 281 
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it without previous background experi- 
ence. 

We learn by working with others and 
watching them. One of the most effec- 
tive methods of training is with groups 
rather than individuals because the 
average individual learns quicker when 
he or she is receiving instruction in a 
group. Perhaps the competitive in- 
stinct in all of us accounts for it and 
maybe there are other reasons. Ex- 
perts agree it is easier to train men and 
women to any job by working with 
others and by watching skilled in- 
dividuals do the work. 

We learn by group demonstration, 
often better than by individual instruc- 
tion. Only the most backward people 
need individual instruction. 

We learn by example from super- 
visors. Sometimes supervisors try to 
put over training steps merely by lec- 
tures. In every test made it was found 
that the individual learned much 
quicker (and much better) when the 
supervisor went through an_ actual 
demonstration. The only danger is the 
instructor taking for granted that the 
employee possesses the same back- 
ground as the instructor. Demonstra- 
tions should be simplified as much as 
possible and, wherever background data 
is needed, it should be supplied at each 
step of the demonstration. 

We learn by association with present 
knowledge or the things we like to do. 
The closer we can tie in every step of 
new job training with each individual’s 
present knowledge, the easier it will be 
for him to absorb what we are present- 
ing. ‘Training supervisors have found 
it well worth the extra time to search 
this out in preliminary interviews. Time 
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so spent is fully repaid in reducing the 
actual training time and expense, which 
would be otherwise prolonged. 

We learn by seeing clearly the ends 
desired. Too often training comprises 
“vou shall do this” as its basic founda- 
tion. Nothing is ever said about “you 
shall do this because ....” Wherever 
the latter system has been used, train- 
ing has always been done more effec- 
tively and in less time. When we learn 
why something should be done, we not 
only absorb the lesson easier but it sticks 
with us better. 

We learn by reference to printed in- 
structions from time to time. If in- 
struction sheets are given the individual 
to take home with him, it can be of 
immense help in a training program. 
The employee will think of a dozen 
questions after he gets home—things 
he may be hazy on. If he has a printed 
instruction sheet to refer to, there is 
no need to go over them again and 
again the next day. 

We learn by following previously un- 
derstood patterns or channels. It is 
often, also, wise to “unlearn” patterns 
and channels the individual may have 
absorbed in previous jobs if they are 
not adapted to the work for which he 
or she is now being trained. Learning 
details of a job can come easier when 
we have first understood and absorbed 
the pattern or channel of procedure. 

We learn by concentration on details 
and letting these develop into the “big 
picture.” There is always the tempta- 
tion to speed up the training procedure 
by presenting the overall “big picture” 
first and trying to get the trainees to 
understand as much of it as possible. 


(Continued on page 120) 
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A completely new, all-quality carbon paper for 
all-purpose use. The crowning achievement of 42 
years of leadership. | 


A free sample is yours for the asking. See your 
Old Town dealer or write us. 


OLD TOWN CORPORATION 
Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 








Better Internal 


Communication 


Means Better 


Customer Service 


Messengers were for- 


merly used fer 
internal errands. 


Y REPLACING internal messengers 
B with a pneumatic tube system, Tal- 
man Federal Savings & Loan Assn., 
Chicago, has cut the and in- 
creased the speed of its interdepart- 
mental As_ Donald 
Dill, manager of office services, puts 
it: “I doubt very much whether we 
would be able, even with messengers, 
to provide the degree of service in our 
savings and loan departments, and at 
our drive-up windows, that is now pos- 
sible.” 

Talman’s pneumatic tube system was 
installed by Lamson Corp., Syracuse, 
N. Y., about three years ago, along 
with a major expansion that about 
doubled the association’s floorspace. 
Talman had been using two fulltime 
messengers. Now they are needed only 
part-time. This reduction in manhours 
is noteworthy in view of the increase 
in business that has occurred in the 
past three years. Savings accounts in- 
creased from approximately 66,000 to 
90,000, while loan accounts rose from 


costs 


communication. 
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all 
PHIL HIRSCH 


about 30,000 to more than 46,000. 

Although Talman’s tube system links 
every executive and operating depart- 
ment in the building, the biggest vol- 
ume of traffic involves the central 
cashier and _ tabulating departments. 
They deal, via pneumatic tube, with 
the drive-up windows, loan depart- 
ments, and the new savings account 
department. 

When the tubes are used, no staff 
time is wasted. This benefit is impor- 
tant because, before the switch, mes- 
sengers were almost never readily avail- 
able. A given customer service opera- 
tion sometimes was delayed several 
minutes while the department waited 
for a messenger. Often, a clerk, secre- 
tary or executive, had to take time from 
regular duties to walk downstairs to 
obtain a needed document or service. 

“If such communication bottlenecks 
and loss of working time occurred only 
occasionally, they probably wouldn’t 
represent a very serious problem,” 
comments Mr. Dill. “However, our 
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<a All Gilbert Bond 


and Onionskin Papers 


now in... 


HI-FI Wiad Is 


A stimulating, new, brighter-than-ever white. And it’s 
all through the paper, not just a surface 
coating. That means greater permanence 
of brilliance and no telltale darker 
streak to call attention to erasures. For 
business stationery that looks better, 
performs better—specify Gilbert Hi-Fi 
White cotton fibre papers to your 
printing supplier. 





This is Gilbert Bond, 
25% new cotton fibre, Hi-Fi White, 
cockle finish, sub. 24 











bring the work to the workers! 


Finger-tip control brings the record to the individual 
at working level—eliminates personnel movement and 
handling fatigue. Saves time of locating or filing 
increases production. With all of the records easily 
accessible within the reach of several operators, the 
same personnel can accomplish more, easier and faster 
with greater coordination and less duplication of effort 


Acme rotaries provide tremendous record capacity in 
minimum space. They can save up to 50% of floor space 


aia ails . cords 
Many ethivacs ements for a comparable number of record 


and may be supplied oe at : An Acme representative is nearby, ready to give you 
either manual or motorized all the facts about these modern, space-saving 
with compartment size and k-se tarie: 
olan at and work-saving rotaries 
individual requirements 


Q-6-59 
We would like more Company 


Application for many types of records: information on rotaries 4 ddrogs 


for records 
INDUSTRY service order dispatching ite. of sonar’ 


GOVERNMENT inventory control To be filed : 
TRANSPORTATION routing and reservation [7] Individually City 
UTILITIES subscriber records ["] In books State 


Attention 
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operations, like those of most financial 
institutions, involve a constant stream of 
interdepartmental paperwork. The de- 
lays inherent in messenger service, plus 
the time lost by departmental personnel 
who had to be drafted as message 
carriers, made our former system diffi- 
cult to live with as our business ex- 
panded. The tube system has eliminated 
these troubles almost completely.” 
At Talman’s drive-in windows, tellers 
use the tubes for three main purposes. 
Whenever a savings account deposit is 
made, the transaction is recorded by 
the window posting machine on a tab 
card that shows the customer’s account 
number, previous balance, deposit 
amount and new balance. These cards, 
prepared at the same time the savings 
book entries are made, are sent in 
batches via tube to the tab department 
where the deposit entries are trans- 


ferred to permanent records. 

Drive-up tellers also receive payments 
on various types of loans and provide 
cashier's checks for customers. During 
an average month, these tellers handle 
7000-7500 transactions. 


Talman divides its financing activi- 
ties among several departments. In one 
which handles new construction loans, 
payment operations take up a large part 
of the work day. In many cases, con- 
tractors building a structure financed by 
Talman come to this department, rather 
than to the borrower, to receive pay- 
ment for the work they have completed. 
The check is written in the central 
cashier’s room, so various documents 
pertaining to the transaction have to be 
sent there. Afterward the check has to 
be returned. Communication both ways 
is provided by the tube system. 
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During busy periods, according to 
Thomas Malone, Talman’s assistant 
vice president in charge of new con- 
struction loans, the typical check is in 
the contractor’s hands not more than 
15 minutes after he walks in. “Using 
messengers,’ adds Mr. Malone, “we 
couldn’t serve that same customer in 
less than half an hour.” 

Talman’s savings division is prob- 
ably the biggest user of the tube sys- 
tem. When a new account is opened, 
the passbook and various other docu- 
ments are sent to the central cashier’s 
room so that the first deposit can be 
posted. Each year, between 12,000 and 
13,000 such accounts are started. 

Much of the savings division’s other 
work involves transferring accounts, 
providing information on closed ac- 
counts which is required in court ac- 
tions (divorce and probate cases espe- 
cially), and answering credit queries 
from FHA and other financial agencies 
regarding savings account customers 
who have applied for loans. The tubes 
are used in all of these activities. 

“The system is particularly useful 
when we open a new account,” reports 
Frank O. Jilek, manager of the savings 
division. “After the deposit has been 
sent downstairs, a member of our de- 
partment talks to the customer, explain- 
ing the deposit and withdrawal proce- 
dure and the way dividends are calcu- 
lated. We answer all questions and in 
general try to make the transaction as 
warm and friendly as possible, for 
we’ve found that such an approach can 
do much to establish and maintain the 
proper customer relationship.” 

Before the tubes were installed, Mr. 
Jilek adds, the paperwork relating to 
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Why own just a 
microfilm reader? 


Now have both reader 
and printer in a single machine! 


PICK the document you want 
to copy. Just dial-it-in on 
the big, bright screen 


PUSH the button . seconds 
later you get an error-free 
enlargement, automatically. 


With a reader alone your microfilm 
system works at only half efficiency. 
Yet, for little more cost, you can com- 
bine a superior reader with an auto- 
matic printer! With the ‘““Thermo- 
Fax’’ Microfilm Reader-Printer you 
make an error-free copy of any micro- 





filmed document in seconds .. . 
whether you file on reels, cards or 
jackets, on 35 or 16mm film. All 
copies are on sturdy, work-size paper! 
For full facts about the ‘“Thermo- 
Fax’’ Microfilm Reader-Printer send 
the coupon. 


soceeeeee Vfinmesota A/ffiminc ano \ffanuracrurine company ....--. 
+++ WHERE RESEARCH IS THE KEY TO TOMORROW 2 


MINNESOTA MINING AND MANUFACTURING COMPANY 
Dept. RP-69, St. Paul 6, Minnesota 





THE TERM “'THERMO-FAX" ISA 
REGISTERED TRADEMARK OF 
MINNESOTA MINING AND 
MANUFACTURING COMPANY 


Address 
City 


amen ONO, tOtO..... 





. Name 


eeereeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 
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new accounts had to be toted to the 
central cashier on foot. Not until after 
the initial deposit was entered did the 
savings department official have a 
chance to chat with the customer. Fre- 
quently, of course, because of lack of 
time, the discussion had to be tele- 
scoped; sometimes it had to be dis- 
pensed with completely. Now there’s 
more time available and we are able to 
make a better “first impression.” 


When a customer opens a new account, 
passbook and related forms are sent to 
central cashier’s room via pneumatic tube. 


While first deposit is being posted in pass- 
book, savings officer has time to chat with 
customer and explain savings account pro- 
cedures. 
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The tube also handles all outgoing 
mail, for example, distributes office 
supplies, helps verify signatures when 
Series E bonds are redeemed, delivers 
reports and memos. Customers who 
buy insurance from the agency in the 
building frequently pay their premiums 
in a loan department or at the drive-up 
window and the money travels to the 
insurance office via tube. The carriers 
are also employed by personnel, adver- 
tising, maintenance, office services, and 
other staff departments. 

“What saved in messenger 
wages by using pneumatic tubes for the 
bulk of our interdepartmental commu- 
nication is enough to repay a substan- 
tial percentage of the system’s annual 
amortization cost,” sums up Mr. Dill. 
“When you realize, however, that this 
benefit is secondary, and that the real 
value of the system is improved cus- 


we've 


tomer service and better utilization of 
personnel, it’s clear that switching from 
messengers to pneumatic tubes has paid 
off, with interest.” 


ap NK 


Customer is given passbook which has 
been returned via tube after posting. Pre- 
viously, savings officer had to carry pass- 
book back and forth. 
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URIBE RECORDS 
YOUR VOICE WITH 
GREATER FIDELITY 


than any other dictating machine 


SCRIBE records your dictation on reusable Mylar 
magnetic tape, preloaded in 30- or 60-minute tape 
magazines which snap in place for instant use. 
Every syllable is recorded crystal clear. Your dic- 
tation is error-free—with magnetic tape you just 
dictate over errors as you go. 


SCRIBE is so simple to use, too. All operations are 


BUCY MEN controlled electronically by fingertip touch at the 
—_— exclusive Miracle- Mike. 
USE 


Remote dictation? SCRIBE SI-70-REMOTE is 
the most versatile and efficient equipment avail- 
able for any kind of remote or network system. 


SE introduced magnetic tape for d atior 
recording cight years ago and st ffers the only 
systems made in the U.S.A I his recording 
medium 


Thousands of SCRIBE machines are today in use 
in Government, business and industry. Ask for a 
SCRIBE demonstration in your own office. For 
the name of your nearest dealer, and to learn 
more about SCRIBE’S many exclusive features, 
mail the coupon below today. 


r------ 


SCRIBE DISTRIBUTORS CO. 
6949 W. North Ave., Oak Park (Chicago), Ill. 


Please send me complete information about the now 
SCRIBE dictation systems, and the name of my nearest 


! 
| 
| 
! 
| 
| SCRIBE dealer 
(2) Exclusive Miracle Mike controls all operations | 
of the machine. ( 2) SCRIBE PAK Preloaded tape | Name 
magazine snaps on—no irksome threading, no 
need ever to touch the tape. ( 3) Play back re- | 
cording through Miracle Mike or through the 4” =, 
high fidelity speaker. Combination single and | 
double Telex earset supplied for transcribing. { 


Company 
Address __ 


DEALERS — WRITE FOR PROTECTED TERRITORY INFORMATION | 
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SEFINDER FILES... 


HAVE PROVEN, in hundreds of offices, that they can SAVE YOU 
50% or more in filing time, space.and money! 


ONLY SPACEFINDERS 
offer these advantages: 


WELDED CABINET designed specifically for 
‘maximum filing efficiency. 
FILE CAN BE MOVED WITH CONTENTS 
INTACT. Rugged Spacefinders are shipped 
complete and ready to use. 
DOORS GIVE DUST, DIRT AND FIRE PRO- 


TECTION — serve as pull-out work shelves, and 
can be provided with locks. 





An appearance 
asset to any 


office. 


I 
i 


2 a lel wrrvrry or 


Instant visibility and availability for thousands of records. 


Send to Dept. O, Tab Products Co., 995 Market St., 
"Tt ES San Francisco 3, for 24-page catalog and name 
of our local representative for full information on 
Pro nYDwvc Tt Ss co. : ‘ 
Spacefinder savings. 


EES BO ee 
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Machine 
Accountants 
Conference 


HE ANNUAL CONFERENCE 

and business show of the National 
Machine Accountants Assn. will be 
held at the Chase-Plaza Hotel, St. Louis, 
June 24-26. Managers of data process- 
ing installations throughout the U.S., 
Canada, Hawaii, and Puerto Rico will 
hear a concentrated program of the 
latest thinking and developments in 
their field. Equipment manufacturers. 
suppliers, and service agencies will 
show the newest additions to their 
lines. 

Keynote address at the conference 
will be delivered by Lt. Gen. Leslie 
R. Groves, wartime head of the Man- 
hattan atomic bomb project and now 
vice president of Remington Rand 
Division of Sperry Rand Corp. 

Covering a wide range of applica- 
tions, the conference program is di- 
vided into three categories: punched 
cards, 22 seminars; electronics, 8 semi- 
_Mars; general education, 17 seminars. 
In addition, a series of nine installation 
tours is planned. An innovation will be 
a special, closed-circuit TV presenta- 
tion, taking registrants on an arm-chair 
tour of large computer centers, includ- 
ing studies of the Burroughs Datatron 
220 and the Minneapolis Honeywell 
Datamatic 1000 

Planned as seminars, the series of 
nine plant tours will offer a cross sec- 
tion of St. Louis industries employing 
punched card equipment. A_ speaker 
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Fogarty, James I. Probus, Charles E. Hughes, Raymond W. Schaefer, Eugene A. Haessig, Joseph Loncaric, Robert G. Rie- 


dell, Stanley T. Odehnal, Kenneth Johnston, Phillip E. Hess, Norvell Plegge and John D. O’Brien. 
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“Billion Dollar” 
Hndorsements 


Of the 32 American industrial corpora- 





tions enjoying annual sales of one billion 
dollars or more, 27 bought MAC control 
panels and wires during 1958. More than 


95% of their purchases were repeat orders. 


We are deeply proud of these outstand- 
ing endorsements, and pledge ourselves to 
maintain the quality and service which 


earned them. 


If your company can benefit from MAC 
service and quality please contact your 


MAC representative or inquire direct. 














- 2 = SSMBa ny 


High Point / North Carolina 





See us at booths 63 and 64, NMAA Conference 
St. Louis, June 24, 25 and 26 
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Gen. L. R. Groves 


D. B. Paquin 
Keynote Speaker 


Acting President 


will discuss each installation, and regis- 
trants will be able to compare all its 
aspects, including equipment, person- 
nel, forms and methods with their own 
operations. In addition, classroom semi- 
nars on punched cards have been se- 
lected to provide topics of interest to 
all. Each will be repeated, allowing 
everyone an opportunity to arrange his 
own schedule. They are: Production 
Control by Eugene F. Baker, Price, 
Waterhouse & Co.; Inventory Control 
by Robert Anderson, Carter Carbu- 
reter Div. of ACF Industries; Personnel 
Statistics by Francis P. Kelly, Civil 
Service Commission; Warehousing and 
Order Writing by George B. Oetter, 
Tom Boy Stores, Inc.; Physical Layout 
of Machine Accounting Dept. by P. C. 
Hailes, Wright Line; Efficient Machine 
Loading and Motion Economy by Ray 
Myers, Ray Myers Corp.; Cost Esti- 
mating: Punched Cards Applications 
by Henry Zey, Actuarial Service Corp.; 
Payroll and Labor Distribution by 
Frank Hyzdu, Olin Mathieson Corp.; 
Hospital Recording by Dr. C. O. Ver- 


million, Barnes Hospital; Railroad Car | 


Accounting by W. L. McFarland, N. Y. 
Central System; Property Accounting 
by W. J. Brandt, American Type Foun- 
ders; Pipe Line Accounting by W. F. 
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OF PUNCHED TAPE 
ACCESSORIES 


®@ saves hours of filing , 
and handling time. | 


® pays for itself time 
and time again. 


#1157 

MANUAL TAPE FOLDER 
folds up to 100’ tapes 
rapidly for filing. Fold- | 
ing arm arced to fold | 
tapes safely, remove 
easily, £ 

ROTARY 

MASTER 
TAPE FILE 
Holds up to 
8,000 tapes on 
your desk, at || 
~~ finger-tips. 
ightweight, | 
portable. Floor 
model holds up 
to 20,000 tapes. 
Ball-bearing } 


DATA PROCESSING FOLDERS 
Save valuable time in processing and 
storing tapes, punched cards, and writ- 


ten documents. Slash front folders 
with tape or card pockets. Standard or 
legal size. Manila or green. 


Ug ig. ° | r 


TAPE-FILE ENVELOPES 
Gummed Oilproof . . Polyethy- 
lene . and Punched Card Envelopes | ~ » 
for every need. Right and left hand |§ 
styles, with or without gum for | ~ 
attaching to parent document. Also | % 71) 
custom-designed. SAMPLE PACKET | ~ ae 
“ete Folders and File | 
“wy Envelopes .......$]1 7 


BPORESSER “PRODUCTS 


BOX 2035 age" s| 
PROVIDENCE 5, R.+ Smee 
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Only FORMSCARD is made without medial waste 
strips — can be written at high speed on any tabu- 
lating machine — separates easily, by hand or on a 
bursting machine. FORMSCARD can be used as part 
of a multiple forms set, and stapled if required. 
This new continuous tab card can be made with 
vouchers of any desired length. It can be printed in 
two colors, front and back, numbered AND PRE- 
PUNCHED! FORMSCARD is the most spectacular 
advance in Continuous Tab Cards, and is already in 
use by many of the world’s leading businesses. Call 
or write today for detailed information and samples. 


Manufacturers of line-hole continuous business forms 


ane 


a2 
Forms inc 


WILLOW GROVE, PA. Phone: Livingston 8-6300 
Sales representatives in principal cities. 
For More Information Circle No, 420 











Addressograph-Multigraph Corp. 
American Lithofold Co. 

Ansell Simplex Ticket Co. 
Burroughs Corp. 

Clarkson Press, Inc. 

Columbia Ribbon & Carbon Mfg. Co. 
Con P. Curran Printing Co. 

Curtis 1000, Inc. 

Diebold, Inc. 

Egry Register Co. 

Electronic Accounting Card Corp. 
Ennis Tag & Salesbook Co. 
Friden, Inc. 

International Business Machines Corp. 
Kee Lox Mfg. Co. 

Mac Panel Co. 

Menzies & Son 

Monarch Metal Products, Inc. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 

Ray Myers Corp. 


at 


Exhibitors 


NMAA 
Conference 


National Cash Register Co. 

THE OFFICE Magazine 

Radio Corp. of America 

Record Files, Inc. 

Recordak Corp. 

Remington Rand Div., Sperry Rand Corp. 
Service Bureau Corp. 

Snapout Forms Co. 

Southwest Globe Ticket Co. 
Statistical Tabulating Corp. 
Sten-C-Labl, Inc. 

Systematics, Inc. 

Tab Products Co. 

Tabulating Card Co. 

Teletype Corp. 

Uarco, Inc. 

Weber Addressing Machine Co. 
Wheeldex & Simpla Products, Inc. 
Wilson Jones Co. 

Wright Line, Inc. 





Krick, Pure Oil Co.; Air Line Reserva- 
tions and Statistics by Paul Griffith, 
United Airlines; Planning New Appli- 








Monarch 


presents 





ULTR-A-FILE 


cations by Kenneth Zino, Prentice-Hall, 
Inc.; Machine Accounting in Banking 
by J. J. McAndrews, Federal Reserve 


&~ 





the ultimate in vertical shelf filing. 


Save over 50% in floor and aisle space . . 
economical—the most advanced step in modern filing. 
Monarch ULTR-A-FILEs come in three, 
seven shelf heights—with or without doors. Send for 
literature and prices, today to Department O. 

Also Manufacturers of Data Processing Auviliary 


Equipment, Write for catalogue. 


MONARCH METAL PRODUCTS, Inc. 


New Windsor (Newburgh) N. Y. 


POSTING SHELF in 
ULTR-A-FILE is an in- 
dependent unit—not the 
door top .. . elimi- 
nates removal of files 
from cabinet — saves 
time and minimizes 
misfiling errors. 


. efficient, 


five, six and 
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Bank; Card-a-Type Order Writing by 
L. W. Johnson, General Motors Corp.; 
Ticket Conversion Applications by H. 
D. Danes, Richman Bros.; General 
Ledger Accounting by A. D. Froning, 
General American Life Insurance Co.; 
Accounts Payable by B. D. Cross, Olin 
Mathieson Corp.; Accounts Receivable 
by Harvey Protzel, Ernst and Ernst; 
Incentive Payroll by Frank Moeller, 
Emerson Electric Co.; Mark Sense 
Meter Reading by Thomas B. Dooling, 
Mississippi River Fuel Corp. 

Besides the special closed-circuit TV 
presentation, eight electronics seminars 
are planned including: Automatic Pro- 
graming by Dr. Grace Hopper, Rem- 
ington Rand; City Government and 
Electronics by John Poelker, City of 
St. Louis; Brewery Accounting by John 
Viviano, Falstaff Brewing ees In- 


MARKES Originator and Manufacturer of 


surance Accounting by Carl Marquardt, 
State Farm Insurance Co.; Public Ac- 
counting in Electronics by Harry Litt- 
ler, Peat, Marwick, Mitchell & Co.; 
The Future in Electronics from Bur- 
roughs by Mary Hawes, Burroughs 
Corp.; Advances in IDP by Leonard 
Vogt, International Shoe Co. 

The general education program, de- 
veloped with the idea of aiding regis- 
trants to broaden their managerial 
knowledge, will feature a full-day, two- 
part meeting: Part I. Management De- 
cisions for Automation (divided into 
four parts); Part II. Carrying through 
with Automation (also divided into 
four parts). This meeting represents 
eight seminars. Supplementing _ this 
presentation will be a specially pre- 
pared film, “What Not To Do,” that 
satirizes the mistakes often made in 


AUTOMATIC RIBBON RE-INKERS: (Customer Report) One 
large utility company found that by using these devices, it was 
able to reduce an average of 95 ribbons monthly to an average 
of less than nine. 


RIBBON AND TYPE PROTECTOR: Reduced lost machine time, 
through normal cleaning repairs, of face of type, type tails and 
type Cars indefinitely. 1S, Report) Uni ormly clear sharp 
impressions obtained through use of protector exceeding two 
years. 


For IBM Electric Accounting Machines 407, 408, 409 
Also 402, 403, 404, 405, 416, 417, 418 & 419 








qt 4RKES AUTOMATIC RIBBON AND TYPE PROTECTOR: 
For IBM 407, 408, 409, Patented. 





MARKES NYLON TABULATING RIBBONS, (Black-Blue- 
Purple): For IBM Electric Accounting Machines, 
402, 403, 404, 405, 416, 417, 418 and 419 


(67) One-half doz. = pd 12 yds. Nylon (Regular) 37/2 inking .. 
(68) One doz. %” a ute. ag (meower) 37% inking . 
pend oy — doz. et oy 18 Nylon (Regular) rats Inking 


(Reguiar) 37' 
nly) 407, 408, 409 18M Machines 
(74) One-half dozen %” by 18 yards Nylon (Regular) 912 

(75) One dozen %” by 18 yards Nylen (Regular) . 


We Guarantee Materials and Workmanship to Meet or Surpass the Highest Quality Standards. 


Oo. W. MARKES Manufacturer 
43043 GRAND RIVER — BOX 282T, NOVI, MICH. — U. S. A. 


COPYRIGHT 1959 0. W. MARKES MANUFACTURER 


. $11.94 
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BURROUGHS F-2000 BUSINESS COMPUTER 


ITS A NEW DIMENSION IN COMPUTER /ACCOUNTING MACHINES WITH: 
DIRECT COMPUTATION - UNLIMITED PROGRAMMING - RELIABLE PRINTED- 
CIRCUIT COMPACTNESS - 252 DIGIT MEMORY - GANG INPUT - RANDOM 
ACCESS STORAGE: PRINTED OUTPUT DIRECT TO ACCOUNTING RECORDS- 
ALL THESE COMPUTER ADVANTAGES AT AN ACCOUNTING:-MACHINE PRICE 


arby branch 


for full detai 
as Burroughs Corporation © wi 
ae “NEW DIMENSIONS /| in electronics and data processing system 
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converting to automation. 

One well-accepted activity from pre- 
vious meetings will be continued — a 
panel discussion on the educational 
programs of the local NMAA chapters. 
This will be moderated by James A. 
Hunt, national vice president. 

In addition to the foregoing, the 
program will include the following six 
seminars: Public Accountant Looks at 
Automation; Training Tomorrow’s 
Leaders; Effective Communication, or 
Breaking the Language Barrier; On- 
the-Job Training; Corporate Organiza- 
tions; and Quality Control in Data 
Processing. 

According to Standard Register Co. 
spokesman, John F. Robinson, his 
company is donating a Simca automo- 
bile as the biggest single bonus ever 
offered ata NMAA meeting. It will be 


awarded to one of the attending mem- 
bers of NMAA and will be on display 
in front of the exhibit hall. 

NMAA recently named its executive 
vice president, D. B. Paquin, to serve 
as acting president, filling the vacancy 
created by the death of Lester E. Hill. 
Mr. Paquin, of Lybrand, Ross Bros. & 
Montgomery, Chicago, will serve the 
remainder of the 1958-59 fiscal year 
and has been nominated for the 1959- 
60 presidency. The annual election will 
be held at the NMAA directors meet- 
ing in conjunction with the conference. 

Both the conference and _ business 
show are in charge of Eugene A. Haes- 
sig, NMAA vice president. Registra- 
tion is open to everyone in the data 
processing field as well as NMAA mem- 
bers. Inquiries should be addressed to 
Box 1959, Central Station, St. Louis. 





Now . - « ANYONE.. 


ANYWHERE ... ANY TIME . 


Can Prepare Punched Card 
Records As Data Originates! 


Cards and carbon interleaved sets 
of up to six parts are 


Punched and Printed 
in One Operation 


Can be read by both humans and 
machines! 


The PUNCHWRITER is operated by any 
personnel, along with their regular 
duties, to produce punched and printed 
payroll checks, bank money orders, 
time cards, branch office checks, in- 
ventory control records, etc. Records 





RAUB ELECTRONIC RESEARCH 
1029 Vermont Ave., N.W., Washington 5, D, C. 
Distributorships Aveilable 


can be read by everybody concerned 
and later processed on tabulating ma- 
chines. Write for literature describing 


the portable, low-cost Punchwriter 
which will extend the advantages of 
punched cards for you, immeasurably. 


CORPORATION 








For More Information Circle No. 358 


Tue Orrice—June, 1959 








PRODUCTION 


PURCHASING 


SALES 
CREDIT 


PAYROLL 
PERSONNEL 


PLANT & 


TAB CARD 
MASTER DECK 


~ . CROSS INDEX 


STOCK 
Me CONTROL 


cost 


ADDRESSING — 
PLATES 


, CUSTOMER | 


EQUIPMENT 
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in the world’s newest mechanized 
ROTARY FILES 


by DIEBOLD 





Records revolve in upright posi- 
tion . . . travel shorter way to 
working level. 








Use present records. No punch- — 
ing. No guiding area lost to clear 
retaining devices. 


Touch-Bar 





Dial-A-File 


Optional 2-way controls speed 
records into working position. 











For automating the handling of active records... investigate 
the unprecedented posting and referring advantages intro- 
duced by the new Diebold mechanized Rotary Files. They 
accommodate existing records on any grade of card or paper 
stock .. . eliminate punching and transcribing . . . save 
up to 50% in time and space costs. There are 26 models of 
Diebold Mechanized Files for meeting all requirements in 
record sizes, volume and activity. Note how extra knee room 
is provided by swept-back design. Write today for descriptive 
literature on the world’s newest and finest mechanized 
Rotary Files. DIEBOLD, INC., CANTON, OHIO. 


DIEBOLD 


N-678-D! fe 
Diebold, Inc., Dept. OE- !24 Canton, Ohio y 
Please send complete details about your new Rotary 
Files for our. records. 
Firm, — 
Individvol_ 
Street 





Zone______ State ____ 
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How People Learn 


(Continued from page 96) 


We hope, in so doing, to eliminate a 
number of detailed steps. In almost 
every instance this results in failure. 
The average human being can absorb 
the “big picture” much easier if he is 
led up to it through the details which 
comprise the whole. 

We learn by outside study and in- 
vestigation. Often, given a course to 
follow, the average man or woman can 
actually learn more about the new job 
on their own if such material is made 
available to them. Many firms find 
that secondary aspects of the job can 


TAILORED 
AUTOMATION 


Now .... SYSTEMATICS TELE- 
PUNCH INTERCOUPLERS! A ma- 
jor advance in the integration of 
punched card accounting with wire 
communications. SYSTEMATICS 
TELEPUNCH INTERCOUPLERS 
permit the automatic reading and 
punching of IBM cards by intercon- 


be put over effectively in this manner 
while primary training emphasis is 
placed on the major details. 

We learn by following the leader, 
whether it be supervisor or fellow 
worker. Train the leader in a group 
first and a dozen will learn from him 
easier than from any instructor. In 
any group there is always one man or 
woman who stands out from the rest 
and whom the group looks up to or re- 
spects. That individual, even though a 
trainee, can be very effectively used in 
in training the whole group. 

We learn by hope for reward. Train- 
ing without any reward being in pros- 
pect gives the individual no incentive 


Your Present Machines 
Do More Work... 
AUTOMATICALLY! 


necting IBM card punches and Tele- 
type teleprinters. The Intercouplers 
are compatible with both Bell System 
and Western Union lines. Full 80 
column alphanumeric information can 
be transmitted and punched. The 
Intercouplers generate and _ read 
standard Teletype signals. Manual 
transmission is completely eliminated. 
Figures and letters shift automatically 
produced as needed by the trans- 
mitter. 


For descriptive literature on the Telepunch 
and other SYSTEMATICS INTERCOU- 
PLERS that will automate your existing 
machines, write today: 


Systematics One. 


10 East 40th St., New York 16,N.Y 


Tailored Automation is the trademark of 
Systematics, Inc. 


For More Information Circle No. 426 
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improved Nylon Post Binders 


for Marginal Punched Sheets 


/ = / 4 


LOAD EASIER READEASIER HOLD MORE STACK «< RACK 


No more rigid steel Sheets lie flat. No Upto 3000 sheets... New improved locking 
posts. Just bend the hidden entries...no without protruding mechanism is flush 
flexible Nylon and wasted margins. posts or locking with cover. Binders 
plug in. _ mechanism. stack level, one on top 
of the other . . . slip 
easily in and out of 
loaded shelves. 


Improved GrayLine Nylon Post Bind- WILSON JONES COMPANY ro Ss. aig om St. 
ers come in many sizes and styles. Your ger ae eed 
office or tabulating supplies dealer will 
be happy to demonstrate them. Call 
him today. If he can’t serve you at once 
mail this coupon. Address 


Cit ; Z Stat 
WILSON JONES Z gob = 


fa : 
TABULATING FORMS AND BINDERS Our usual office supply source Is 


Please send us complete information about GrayLine 
Nylon Post Binders. 


Nome_ 


For More information Circle No. 339 





toward which to expend extra effort. 
The reward can be any number of 
things from a better job to prizes for 
best advancement in the training pro- 
gram itself. Often the reward can be 
placed far in the future, i.e., the training 
they are receiving is an immediate step 
upward but, more important, it will fit 
them for qualifications to even higher 
posts beyond those for which they are 


= PITNEY-BOWES 
MAILOPENER 


Pitney-Bowes, INc. 
3451 Walnut Street, Stamford, Conn. 


. originator of the postage meter... 


offices in 121 cities in U. S. and Canada, 


now being trained. 

The foregoing represent basic prin- 
ciples which can be incorporated into 
any training, from individual instruc- 
tion by supervisors to group instruction 
within the company’s personnel depart- 
ment programing. They represent the 
avenues down which such training can 
proceed quicker and more economi- 
cally than if they are disregarded. 
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@ Payments and orders can be checked 
when 
your morning mail is opened promptly 


and processed earlier in the day 


and distributed early. A MailOpener 
saves time for all departments. 

@ Opening mail by hand is inefficient, 
slow. A MailOpener safely, easily trims 
a hairline edge off an envelope in an 
instant without damage to the contents, 
Handles envelopes of any size, weight 
or stock. Three models, electric or hand. 
e Big time saver in even a small office. 
Call any Pitney-Bowes office for a trial 
demonstration in your office, without 
obligation. Or write for free illustrated 
booklet. 


FREE: Send for handy desk or wall chart 
of new postal rates, with parcel post 
map and zone finder. 


For More Information Circle No. 359 
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End-to-End Labels Speed Up 
Addressing Machine Operation 


FRANK CONSOLE, Manager, Mailing Dept., 


E STARTED USING the Quik- 
Kard feeder unit and GL-101 
end-to-end labels in our mailing depart- 
ment some two years ago. The feeder 
handles cards, gummed labels, pressure- 
sensitive labels, coupons, product iden- 
tification letters, shipping labels, and 
similar small, plain or printed forms 
automatically, continuously and accu- 
rately through any model Addresso- 
graph or Speedaumat machine and 
with some Elliott models. 
Used in combination with the feeder, 
end-to-end labels offer manifold ad- 


vantages over the top-to-bottom variety 


we used previously. We have found 
that we get much better registration of 
address on a continuous basis. When 
we used top-to-bottom labels it was 
necessary to make adjustments every 
300 or so. Our end-to-end rolls are 
smaller, hence easier to handle. They 
are much simpler to affix and conse- 
quently this operation takes approxi- 
mately a third the time previously re- 
quired. The new labels, with cut 
corners instead of perforations running 
top to bottom, are more presentable 
on advertising pieces. 

Using the feeding device with the 
rolls of end-to-end labels has speeded 
our mailing operation by as much as 
200%. This has led to economies in 
the form of reduced labor costs and, at 
the same time, the efficiency of our de- 
partment and the appearance of our 
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Bloomingdale Bros., New York 


outgoing mail has been greatly im- 
proved. 

Before we installed the feeder, bulky 
mailing pieces were quite a headache 
when addressed directly and slowed 
our operation considerably. Of course, 
we could always mail out in envelopes, 
but this too had disadvantages. While 
labels are packed 50,000 per small 
carton, envelopes come 5000 per bulky 
one, and the increase in freight and 
handling costs was substantial. Too, 
while labels, owing to the small storage 
space they require, are generally readily 
on hand for deadline mailings, en- 
velopes sometimes take days or even 
weeks to deliver. Even using the best 
equipment, the number of envelopes 
spoiled in addressing was large, an ad- 
ditional expense. All such automatic 
equipment is comparatively difficult to 


A Quik-Kard label feeder and electric re- 
winder on a Class 2600 Speedaumat 
addressing machine. 





operate and higher priced operators 
must be used. On the other hand, any 
girl capable of putting plates in an 
addressing machine can use the feeder 
with end-to-end labels. 

In a_ recent 400,000 
pieces, our department finished the en- 
tire operation in a week. Using our 
previous methods it would have taken 
at least weeks, possibly three. 
Naturally, on many occasions we 
still use envelopes, particularly where 
presentation is the important factor. 

The feeder, which is shown above, is 
unit with its own 
Resting on the addressing ma- 
chine, it may be positioned to feed 
labels from left to right or vice versa. 
Placed to the rear of the platen, it 
will feed labels from the front of the 
machine to the back. We use an elec- 
re-winder to take up the ad- 


mailing of 


two 


a_ self-contained 
motor. 


trical 


dressed labels as they come out of the 
machine, but this can be done by hand. 
In the latter case, a roll-holder is de- 
sirable, 


while small magnetic guides 


The author and 
Catherine Eckes, of 
Bloomingdale’s 
mailing depart- 
ment, showing how 
the Quik - Kard 
feeds end - to - end 
labels through the 
addressing ma- 
chine. 


are available to keep labels in proper 
alignment. 

An interesting feature of the feeder 

made by Addressing Machine Co. 
of California—is that it is self-adjusting 
for the length of label (or other form) 
being used. A simple thumb-screw ad- 
justment is made for various widths 
of paper. The feeder registers the paper 
in printing position according to where 
notches appear in it. The position of 
the notch determines how far the feeder 
will space the paper. It is these notches, 
incidentally, that are responsible for im- 
proved addressing registration. 

Using the feeder with 
labels we have found that our mailing 
department can handle 45,000 to 
60,000 pieces daily. Two years ago, 
with top-to-bottom labels and a strip 
lister, the figure was 15,000 to 20,000. 
This, coupled with the greater ease of 
operation and better appearance of our 
mailing pieces, is why this method of 
addressing outgoing mail is so popular 
at Bloomingdale’s. 


end-to-end 
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Dazzling new SPRINGHILL, BOND is 


actually whiter than clean white chalk 
-—YET COSTS NO MORE THAN “OFF-WHITE” BONDS! 


OLD A SHEET of new Springhill Bond in your 

hand. Look at it. Feel it. Fold it. You'll swear 
this must be a premium-grade bond. Only the price 
and absence of a watermark say it isn’t! Springhill 
Bond is actually whiter than chalk—by laboratory 
tests! Whiter than any other unwatermarked bond 
on the market. Springhill Bond and Mimeograph 
are available in white and six colors in a complete 
range of stock sizes and weights. Also available in 
Duplicator and Ledger papers. 


Look for this attractive new design. “Zip” openers on 81/2 
x Ll reams. All cartons polyethylene-lined to control humidity. 


INTERNATIONAL PAPER 220 East 42nd Street, New York 17. New York. 


For More Information Circle No, 254 





The Real Reason Why ... 


— WE BOUGHT A NEW COLLAMATIC 
PORTABLE ELECTRIC COLLATOR 


"We don't do a world of collating, but enough 
to present us with a problem. We've consid- 
ered buying a collator for years, but We 
Could Never Justify The Investment. The new 
Collamatic "Desk Top" is just what we wanted. 
It suits our production needs and our pocket- 
book to a 'T'." 


Yes, now every office can enjoy the benefits 
of Electric Collating. Perhaps you collate only 
occasionally or have only | or 2 big jobs a 
year. It really doesn't matter. The new Colla- 
matic "Desk Top" is so very inexpensive, even 
light, occasional collating will justify its be- 
ing a part of your office "Staff". 


You'll be amazed at how productive the Colla- 
matic “Desk Top" really is on all types of 
8!/.""x 11" paper. It's light and portable and 
can easily be moved from department to de- 
partment. 


Send for literature or request free demonstra- 
tion. 


Remember too, Collamatic manufactures a 
complete line of inexpensive Console Electric 
Collators, featuring exclusive APC, Automatic 
Production Control. Literature included with 
“Desk Top" brochure. 


Fully Electric and only 


$14.950 


F.O.B. Wayne, N.J. 


Collamatic Corporation 
Dept. 106, Wayne, New Jersey 


For More Information Circle No. 246 


126 


THe Orrice—June, 1959 








ta 


L 
1} t 
li 


re 


J 


= 


A. | 





SSS 


a a 


arr a 
Th li le 


== 


~~ 


a 


Tamm oy eileot-mer-lonceleat-halete) 


_ 


How to Get More 


Accounting Detail 


At No Extra Cost 


NE MACHINE OPERATOR pro- 

duces punched cards at the same 
time that she posts ledger cards, at the 
Gary (Ind.) Screw & Bolt Division of 
Pittsburgh Screw & Bolt Corp. This 
provides valuable accounting informa- 
tion, needed by management but previ- 
ously unavailable because of the pro- 
hibitive costs of obtaining it. Best thing 
about the new setup, perhaps, is that it 
costs no more than the previous one. 

Heart of the system is a National 
Cash Register Class 31 accounting ma- 
chine connected to a Systematics inter- 
coupler which controls a card punch. 
As the machine operator enters numeric 
codes in the accounting machine, elec- 
tronic impulses activate the punch and 
the data fed into the accounting ma- 
chine are punched simultaneously into 
the cards. 

Later, the punched cards are sent to 
an outside service bureau which runs 
them through a tabulating printer, to- 
gether with master cards. By sorting 
the combined master and detail card 
decks in various ways, and making sev- 
eral runs through the tabulating equip- 
ment, the service bureau prepares the 
accounting reports necessary to evaluate 


128 


previous month’s operations and plan 
future activities. 

The company manufactures a com- 
plete line of industrial fasteners, used 
in everything from skyscrapers to 
clocks. Among the Gary division’s 
major product classifications are bolts, 
nuts, rivets, and special fasteners. 
Within each of these classifications are 
several sub-groups and several hundred 
separate items. The division has annual 
gross sales totaling approximately $12 
million. It has 18 salesmen, eight sales 
agents, and approximately 1600 cus- 
tomers. 

The source document for the ac- 
counts receivable posting operation is 
an invoice (page 130) that the machine 
operator receives from the invoice de- 
partment. She posts approximately 40 
invoices per hour and punched cards 
are produced automatically without ad- 
ditional effort. 

The operator begins by entering the 
following information on her keyboard: 
customer code, old accounts receivable 
balance, invoice number, tax code, 
product code, weight of item, number 
of pieces, value. All these items, with 
the exception of the accounts receiv- 
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able balance and the package proof 
figure, are picked up from the invoice. 
The two balances come off the custom- 
er’s ledger card. 

No part of the information entered 
so far is printed by the accounting ma- 
chine on the ledger card; in fact, the 
ledger card does not even have to be 
in the machine yet. But these items 
are transmitted through the intercoup- 
ler to the card punch. One card is 
punched with this information for each 
different product code listed on the in- 
voices and, after this operation has been 
performed on all invoices for the month, 
the deck of detail cards needed for end- 
of-the-month summaries is completed. 

Next step is to post the customer’s 
ledger card. The machine automatic- 
ally repeat-prints the date and the in- 
voice number. Then the operator en- 


ters freight charges, if any, payment 


terms and total amount of the invoice. 
From the accumulated data, the ma- 
chine automatically computes the new 
accounts receivable balance. The cal- 
culating and recording phases of post- 


At the Gary Divi- 
sion of Pittsburgh 
Screw & Bolt 
Corp., one opera- 
tor produces hard 
copy records on 
an accounting ma- 
chine and punched 
cards simultane- 
ously. The account- 
ing machine is 
connected to the 
card punch by a 
Systematics Inter- 
coupler. 
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ing are now finished. 

Verifying that the data were entered 
accurately is done automatically. At 
the beginning of the posting operation, 
after operator entered the customer 
code from the invoice and the accounts 
receivable balance from the ledger, the 
machine added the two figures and 
stored the answer, a nonsense amount 
or package proof. Then operator en- 
tered the package proof figure from the 
previous posting, and the machine sub- 
tracted it from the stored proof. The 
result of this subtraction, which should 
be zero, is printed in a column of the 
tally sheet. If the answer is anything 
but zero, the operator knows she made 
a mistake. 

While posting to the customer’s ledger 
card, the operator enters the freight 
charges or credits and the total amount 
of each invoice. The machine auto- 
matically records date and invoice num- 
ber, computes and prints the new ac- 
counts receivable balance. In a proof 
column immediately following the new 
account balance, ciphers print auto- 
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The invoice is the posting medium. 


matically when the amounts entered on to Indiana for income taxes, by invoice 
the ledger are equal to their analysis as number. 
punched into the individual tabulating 2. A report which analyzes the 
cards. If not, the amount of the dis- month’s invoices by product code, and 
crepancy is printed so the operator can shows for each code, the total weight, 
make an adjustment. The machine au- number of pieces, total dollar amount, 
tomatically sets up a new package proof price per 1000 pieces, and price per 
for the next posting operation by add- pound. 
ing the new accounts receivable bal- 3. A report listing the total dollar 
ance to the customer code, and printing amount and product weight sold to each 
the answer in the total balance column customer; not only for the month just 
of the ledger card. ended and year to date, but also for 
The punched cards created in the the previous year to date. 
course of the posting operation are used 4. A similar analysis, based on stand- 
to produce the following end-of-the- ard industrial classification of individ- 
month summaries: ual customers. 
1. An analysis which classifies the 5. A listing which classifies sales and 
total amounts paid during the month product weight for the month just 
to the State of Illinois in use taxes, and ended, and for present and previous 
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When ledger is posted on the accounting machine, punched cards are automatically 


created at the same time. 


years to date, by salesman. 

The punched cards needed for prep- 
aration of these reports are mailed to 
the service bureau on the fourth work- 
ing day after the end of each month. 
The tax report comes back by the sixth 
working day, while the others are avail- 
able by the eighth working day. 

Under its previous accounts receiv- 
able bookkeeping procedure, the firm 
obtained only three reports, all of which 


THe Orrice—June, 1959 


were prepared manually: tax summary, 
product sales analysis, and salesman’s 
report. The latter two, as prepared un- 
der the old system, contained far less 
information than the present ones. For 
example, the salesman’s report was 
made up for only four of the 26-man 
selling force. Even in this abbreviated 
form, the task of preparing summaries 
at the end of each month took one 
clerk three days. 
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One of the typical reports prepared from the punched cards. 


“The reports now available give our 
officials a much more detailed picture 
of operations,” reports T. R. Yarnold, 
credit manager and supervisor of the ac- 
counts receivable and invoice depart- 
ment. For example, the customer and 
industry breakdowns—neither of which 
were available previously, even in ab- 
breviated form—make it possible to 
plan production, advertising and sell- 
ing efforts with much less “guesstimat- 
ing,” he explains. 

The added data on the product and 
salesmen’s reports are also useful. With 
the aid of the salesmen’s reports, the 
‘sales department can, among other 
things, lay out sales territories so that 
individual salesmen are neither under 
or overloaded with accounts. Sales 
effort can be more accurately measured. 


Present costs of posting accounts re- 
ceivable records and preparing month- 
ly sales analyses are no lower than pre- 
viously, Mr. Yarnold points out. “If 
we were to produce all of our present 
reports in like detail utilizing our pre- 
vious procedure, our costs would be at 
least twice as high as they are now.” 

One alternative to the present sys- 
tem, which was installed in the summer 
of 1957, would be a card punching op- 
eration completely divorced from the 
accounting machine. This would, of 
course, require hiring a second clerk to 
operate the key punch. Reconciling the 
completed cards with the ledger sheets 
would also be an additional expense. 
“We estimate that by using the com- 
bined system, our total costs are ap- 
proximately $7000 a year less than they 
would be if ledger posting and card 
punching were kept separate,” Mr. 
Yarnold reports. 
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Your Data Processing 
ORGANIZATION 
15 Years from Now 


C. I. KEELAN, Office Methods Specialist, Johns-Manville Corp., New York 


ANY FACTORS impel executives 

to take a look at the organiza- 
tional provision they have made for 
processing paperwork. The principal 
factors are: 

e Because of the traditional depart- 
mentalization of data processing, we 
don’t really know how much our paper- 
work is costing us. We have clerks, 
typists, stenographers, etc., scattered 
throughout our sales and production 
organizations; but we account the cost 
of these people as sales expense or cost 
of production. 

e Although we don’t know how 
much our paperwork costs are, we sus- 
pect they are high; enough so to merit 
attention. 


@ Costs of paperwork processing 
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(insofar as we have identified them) 
are rising at an alarming rate. 

e We are coming to recognize, es- 
pecially since the advent of electronic 
data processing systems, that efficient 
management of the paperwork func- 
tion is a job for trained specialists. We 
concede that our sales managers and 
production managers, who supervise so 
many of our clerical people, are not 
specialists in data processing. 

@ On the other hand, we really don’t 
wish to have our sales managers and 
production managers devoting their 
time to clerical problems. They should 
be selling or producing. 

© We know there is avoidable dupli- 
cation of effort as between departments; 
e.g., production prepares data on ship- 
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ments for their purposes, sales prepares 
data on shipments to serve their needs, 
and accounting probably keeps the same 
data expressed in dollars rather than 
physical units. 

@ The above factors have to do 
principally with the cost of data proc- 
essing, but there is another considera- 
tion. Management has come to realize 
that decisions previously made chiefly 
by “the seat of one’s pants” can be 
made by more certain methods if the 
right kinds of data are available. 
Mathematicians have shown us how 
to construct mathematical models of 
business situations. But the answers de- 
rived from the models are no better 
than the values given to the factors in 
the model. These values can be accu- 
rately determined, only if our informa- 
tion system happens to contain certain 
data. We have found, however, that 
traditional information, the informa- 
tion we have considered sufficient for 
running a business, does not furnish an 
adequate base for many vital decisions. 
Maybe we need specialization in the 
area of information producing. 

e@ Electronic data processing sys- 
tems, because their appetite is vora- 
cious and they are expensive, demand 
to be fed with work; work which must 
come from the clerical people in the 
operating departments. This, of course, 
entails a change in organization. This 
change generates thoughts about the 
desirability of further changes in the 
organizational provision for paperwork 
processing. 

I have done considerable thinking 
about the form this change will take. 
My thinking has been tempered by dis- 
cussion with colleagues in my own com- 
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pany and especially by discussion with 
my associates on the planning council 
of the Office Management Division of 
American Management Assn. I am now 
going to predict the organizational pat- 
tern which, I think, will be common- 
place in 15 years in the data process- 
ing area. 

Why should I make such a predic- 
tion? Primarily, I suppose, in the hope 
that I can say 15 years hence that I 
was right. But there is another reason: 
I would like to stimulate the thinking 
of others so that by an interchange of 
ideas and experiences we can evolve 
the best possible form of organization 
for this increasingly important area. 
For illustration I am going to use indus- 
trial enterprise. This should not, how- 
ever, prevent those in non-industrial 
enterprises from applying the basic 
idea to their situations. 

My enterprise of 1974 will have a 
data processing department headed by 
a senior vice president. He will be on 
a par organizationally with the vice 
presidents for sales, production, re- 
search, finance, and personnel. He will 
be responsible to the operating head 
of the company. This new department 
will be comprised of: 

1. All data processing machine in- 
stallations. 

2. The people who plan the methods 
for these installations. ; 

3. All clerical people whose primary 
duty is processing volumes of data by 
manual methods or with the help of 
the less sophisticated machines; e.g., 
bookkeeping machines. 

4. All people whose primary duty is 
to provide what are commonly called 
office services; e.g., filing, telephone, 
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Teletype, mailing, building services, du- 
plicating, typing and stenographic pools. 

5. The people who plan the methods 
for the work done by 3 and 4. 

I would exclude from the depart- 
ment: 

1. Private secretaries. 

2. Salesclerks who deal _ regularly 
with customers (these should be in 
the sales departments). 

3. People whose jobs by their very 
nature entail considerable paperwork, 
but whose primary function requires 
considerable experience in the function 
and the exercise of a goodly bit of 
judgment; e.g., buyers, engineers, pro- 
duction schedulers, traffic men, indus- 
trial relations specialists, and account- 
ants. 

Neither the sales manager, the pro- 
duction manager, nor the controller 
would lose any primary functions. The 
new department would serve these man- 
agers and their functions by processing 
data for them. In an industrial enter- 
prise of 20,000 employees with sales 
of $250,000,000, this department 
would likely comprise 1500 - 2000 peo- 
ple and would have an annual budget 
in the neighborhood of $15,000,000. 
I cite these figures to illustrate that the 
new department would be important 
because of its size, if for no other 
reason. 

I visualize an office manager at each 
principal sales office, who will be the 
supervisor of the people in the data 
processing department. Likewise at 
each plant (and research center) I 
would have an office manager. I would, 
however, exclude from his responsi- 
bility any large and sophisticated ma- 
chine installations, which should be 
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under a headquarters specialist. 

How shall we name our creation? 
Data Processing Department? Admin- 
istrative Services Department? Data 
Processing does not comprehend office 
services, and so may be too limiting. 
Administrative Services seems suffi- 
ciently vague to permit the inclusion 
of all appropriate functions. 

What are the merits of this kind of 
organization; merits that will be so 
evident as to impel industrial managers 
to adopt the plan? This kind of organ- 
ization elevates data processing to the 
status of a primary function on a level 
with selling, producing, research, etc. 
Of course, it is not primary in the sense 
that it fulfills a fundamental purpose of 
the enterprise. We don’t organize an 
industrial enterprise to produce data; 
we create enterprise to produce prod- 
ucts for sale at a profit. But data proc- 
essing is primary in that selling and 
production would grind to a halt in a 
few days if data processing ceased. 
Identifying data processing as a pri- 
mary function, and setting up an or- 
ganization expressly to deal with the 
function, will facilitate: 

@ Determining and controlling the 
cost of data processing. Each depart- 
ment served would be charged with 
the cost of services performed for 1t. 
The department manager could then 
decide on the amount of service he 
can afford, by weighing the utility ot 
the information against its cost. 

e Providing competent and quali- 
fied supervision at all levels. 

The pooling of data processors in 
one department enables the moving 
around of people to accommodate 
peaks in the workload, and absences 
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due to vacation, illness, etc. This alone 
can save a surprising amount of money. 

The people who plan the methods 
are in the same department as those 
who execute the methods. New and 
better methods can be installed quickly 
and efficiently. No longer will it be 
necessary to sell an operating man 
who likes the old way. 

We shall not have to break down 
department walls to integrate our paper- 
work; it is within the walls of one 
department. Duplication of record 
keeping between departments will dis- 
appear. 

The preparation, installation, and 
administration of office work standards 
is greatly facilitated. This can be a 


very significant factor in controlling 
costs. 

The producers, sellers, and research 
and financial people, can devote all 


their attention to their primary func- 
tions. And last but certainly not least, 
we would have an organization skilled 
in all aspects of the job of producing the 
information needed for making informed 
decisions. The existence of a data 
processing department with a knowl- 
edge of all information available from 
the system; with a knowledge of how 
to derive new information from the 
new data, how to secure additional raw 
data, how best to secure data not in 
the system, and how to do all this at 
the least possible cost, would seem to 
be the best guarantee of our ability to 
supply decision-makers with the infor- 
mation they need. 

If you agree that this kind of or- 
ganization does, in fact, have the merits 
I have attributed to it, then I think 
you will agree that the proposed form 
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of organization deserves serious study. 
Many operating people will object to 
losing their clerks. It may be that the 
change should be made over a period 
of time. The operating manager will 
come to like the idea of having some- 
one else process his data for him, espe- 
cially when he finds his costs are down. 

It is important to make the operating 
man realize that his functions are not 
being taken away from him. The pro- 
duction scheduler will still be respon- 
sible to the plant manager. The sched- 
uler will make scheduling decisions, but 
a clerk and/or a machine will keep the 
records on which scheduling decisions 
are based. The purchasing man will still 
make buying decisions, but the records 
that help him in this decision making, 
will be kept for him. The accountant 
will make accounting decisions, but 
routine compilations of data will be 
prepared for him. 

This should not be regarded as an 
attempt to build a clerical empire. This 
is purely a service organization de- 
signed to serve the operating people; it 
is a means, not an end. But since this 
service costs several million dollars, we 
must so organize it that it produces the 
best possible product at the lowest pos- 
sible cost. This is the sole motive. 


This plan is not based on any new 
principle; it is based on an old prin- 
ciple: an enterprise is not static; it 
changes and organization must change 
to accommodate changes in the nature 
of enterprise. The change, of course, 
is this: data processing has become in- 
creasingly important; it has grown fan- 
tastically in volume and it has increased 
considerably in complexity. It demands 
new organizational provision. 
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lin Employee Relations 


ROUNDUP of day-to-day em- 
ployee problems and how they 
were handled by management. Each 


incident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can an Employee Be Fired for Using Offensive Language? 


What Happened: 


When an emergency job came up 
the supervisor called Hood to come in 
over a weekend. Hood was planting a 
new garden and didn’t like the inter- 
ruption. However, he showed up—but 
he was sore and ornery. That entire 
day his temper was vile. He used foul 
language to supervisors as well as fel- 
low employees. His behavior so irked 
his co-workers that on two occasions 
they left their jobs to protest to the 
supervisor. When the supervisor tried 
to calm Hood down he was greeted 
with a stream of filthy abuse. 

Next week the manager talked to 
Hood and asked about his behavior on 
the weekend. Hood’s attitude touched 
on insubordination: “You can’t scare 
me. I can get another job—I don’t have 
to work here,” he said. 

“Good idea!” answered the manager. 
“Find yourself another job.” 

Hood protested the discharge: 

1. I was fired officially for “abusive 
language.” The company has a hand- 
book of rules and regulations. “Abusive 
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language” is not listed as a disciplinary 
offense. 

2. Even so, abusive language is a 
minor thing. Everyone uses it some 
time. Discharge is too severe. 

The company answered: 

1. Hood has been here 3% years. 
This wasn’t the first time he was called 
in to work on his day off. He used to 
like the extra pay. 

2. The company has a right to pro- 
tect its employees from abuse. Hood’s 
language was so insulting that even his 
fellow employees complained. 

3. Our published rules are only 
guides and not a contract. You can’t 





cover every offense in a book of rules. 


Was the Company: 

RIGHT [() WRONG () 
WHAT ARBITRATOR GEORGE S. 
BRADLEY RULED: “The employees 
have a right to the company’s protec- 
tion from abuse of this sort. The com- 
pany has the duty to uphold the author- 
ity and respect of its supervisory per- 
sonnel. To lightly regard the statements 


and conduct of Hood would destroy 
the morale of the working force. Ac- 
cordingly, the discharge was justified. 
Printed rules do not usually cover every 
act for which an employee could be 
reprimanded or discharged. They sim- 
ply serve as a guide. Otherwise a com- 
pany could not discharge an employee 
for ‘assault and battery’ if it was not 
listed in company rules. Grievance 
denied.” 


Does a Supervisor Retain His Seniority Rights? 


What Happened: 


Alec Pough was a supervisor for 
five years. He was promoted to that 
job after serving four years as an em- 
ployee in the same department. Upon 
a reorganization, his department was 
combined with another, and Pough was 
put on layoff status. He put in a bid 
for a job. The company agreed and 
let out an employee to make room for 
Pough. The company’s reason for do- 
ing this was that Pough had nine years 
seniority—four as a worker and five 
as a supervisor. It based its claim on 
the following seniority policy: “Com- 
putation of an employee’s seniority will 


begin on the date the employee began 
work for the company and no deduc- 
tions will be made for the time lost 
due to any reasons.” 

The union put in a vigorous protest: 

1. Once a worker is promoted to 
supervisor he loses his seniority. The 
contract covers employees—not man- 
agement. 

2. If Pough is to be rehired he 
should be put on as a new worker— 
at the bottom of the list. 

The company argued: 

1. Pough certainly had _ seniority 
when he was a worker. You can’t take 
that away from him. 

2. Under our policy, seniority can- 
not be “lost for any reason” so that his 
promotion to supervisor meant that his 
seniority continued to accumulate. 


Was the Company: 
RIGHT ( WRONG () 


WHAT ARBITRATOR AUGUST G. 
ECKHARDT RULED: “Under the 
company policy, once an employee is 
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entitled to seniority, he computes the 
time from the date he began to work 
for the company without deducting 
time lost DUE TO ANY REASON. 
Clearly the language means that even 
though a supervisor does not have 
seniority as a supervisor, if he reaches 
a situation where he DOES have sen- 
iority, then the time spent as super- 
visor will count toward the total sen- 
iority time. 


“It is the award of the Arbitrator 
that the grievance be denied and that 
under the terms of this agreement, em- 
ployees who acquire seniority within 
the bargaining unit and who transfer to 
jobs as supervisor outside that unit, and 
who later transfer back into the unit, 
have, as of the date of their return to 
the bargaining unit, seniority from the 
first date they began to work for the 
company.” 


Can a Company Set Production Standards Unilaterally? 


What Happened: 

Over a period of eight months, Mrs. 
Karl’s efficiency rating ranged from 
69.2% to 76.5%. The company con- 
sidered an efficiency of 85% to be 
“good.” After several warnings, Mrs. 
Karl was given a‘ five-day disciplinary 
layoff. She appealed her grievance to 
arbitration, arguing: 

1. Employees never agreed to an 85% 
efficiency figure. This is strictly the 
company’s own standard. 

2. Standards of production should be 
negotiated and not set unilaterally by 
management. 

The company answered: 

1. Our production standards are 
based on extensive studies. We distrib- 
uted explanations of these standards to 
our employees, and every month we 
give them a report on how they are 
doing. In these reports we repeat that 
85% efficiency is considered to be 
“good.” 

2. The setting of standards is a man- 
agement prerogative. 
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Was the Company: 
RIGHT WRONG ([) 


WHAT ARBITRATOR AUGUST G. 
ECKHARDT RULED: “The relation- 
ship of employer and employee begins 
with an assumption that the employer 
manages the business and directs the 
employees. Unless he modifies his 
rights by contract, or his control is lim- 
ited in some other way, the employer has 
an absolute right to make final determi- 
nations in these matters. Throughout its 
history the company has discharged for 
poor production whether under the 
standards of a production system or not. 
Whether or not such standards are spe- 
cifically stated does not alter the au- 
thority. For example, if a worker de- 
cides to do nothing—or produces only 
one piece when 50 pieces are produced 
by the average fellow-employee—the 
company can discharge. To hold that 
a company cannot discipline for fail- 
ure to produce would make warnings 
completely ineffective.” 





Charles S. Meyers 
NOMDA President 


Harold Mann 
Executive Secretary 


Ed McHale 
Convention 
Chairman 


Annual NOMDA Convention 


Opens in Cincinnati June 21 


HE 34th annual Convention and 

Trade Exhibit of the National 
Office Machine Dealers Assn. takes 
place in Cincinnati, June 21-24, with 
Ed McHale of that city as chairman. 
Mr. McHale has one of the best con- 
vention attendance records among 
members, and a wealth of experience 
in convention matters. Before going 
into business on the banks of the Ohio, 
he was national maintenance manager 
for Remington Rand. He was also 
world champion adding machine oper- 
ator while with Dalton Co. 

On Monday, June 22, the second day 
of the convention, James Marino of 
American Dictating Machine Co., Jerry 
DeJur of DeJur Amsco Co., and Arthur 
Hanrahan of North American Philips 
Co. will conduct a dictating machine 
panel. Earlier the same afternoon the 
report of the nominating committee 
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and election of officers and directors 
for 1959-60 will take place. High spots 
in the Tuesday program include a dis- 
play of winning advertising awards; a 
manufacturers division panel with 
James Hackney of Remington Rand as 
chairman, and George Stuart of Or- 
lando, Fla. and Henry Berry of Mil- 
waukee participating; and a photocopy 
machine panel conducted by L. A. 
Swain of F. G. Ludwig, Inc., and David 
Sigler of Nord Mfg. Corp. 

On Wednesday, the final day of the 
meeting, NOMDA president Charles 
Meyers will present prizes to winners 
of the advertising awards. Later there 
will be an electric typewriter panel 
moderated by George Plant of New 
York. The annual banquet and dance 
will again have C. Elmer Anderson as 
master of ceremonies. The complete 
convention program is on page 150. 
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= OFFICE 
Co Pm lta) wale). 


that pays for itself... 


ONLY WITH REX — 
You make thousands 
of crystal-clear 
magnetic hi-fi 
recordings 

on one disc. 


No tape or wire to 
spill or break. 


No Eavesdropping— 
No Conflict with 

old dictation . 

Magic bar erases old 
dictation in one sweep. 


REX RECORDER with automatic push- TEST REX REX RECORDER erases mistakes . . . auto- 
button control is the most modern dic- matic place location, end-of-disc signal, 
tating system any office can use. The IN YOUR record/stop anytime with push-button 
Magic Eraser permits re-use of a single ela ales ease. Unusual economy! See YOUR ADM- 
unbreakable disc thousands of times! REX DEALER TODAY—he’ll gladly demon- 
Insert or remove the disc in a flash. 3-DAYS strate the REX RECORDER at your office. 
Perfect, simple operation . . alan FREE! Test the REX 3 days without obligation. 








@ “PRINTESS” PHOTO COPIER 
Famous Throughout the World 


Designed for everyone .. . For use by everyone. 
“Printess'’ makes copies in 4 seconds! Gives 
perfect copy from the very first time. No muss— 
no fuss—no mistakes! Use ‘‘PRINTESS” any- 
where, in any light for more copies per minute 

. Copies anything—crayons, all colors, pencils, 
ink—at low cost! 





DEALER SERVICE , . 51 West 45th St. 
agal-leleleialelehs @, New York 36, N. Y. 


THE U.S.A achine co., ino, |. /U-61180 a 
business machines wages 


See us at Booth 59, NOMDA Convention, Cincinnati, June 21-24 


For More Information Circle No, 398 








NOMDA Convention Program 


SUNDAY, JUNE 21 


9a.m. Manufacturer, Wholesaler and Distributor Registration. 
10a.m. Dealer Registration. 

10 a.m.to9 p.m. Exhibits Open. 

10 a.m.to9 p.m. Model Store Interior Open. 
:30 p.m. Board of Directors Meeting. 


MONDAY, JUNE 22 
9am. Exhibits and Model Store Interior Open. 
Noon Luncheon Honoring Local Convention Chairmen. Alfred Foxcroft, 
Vice President, chairman of the day. 
:30 p.m. Welcome to Cincinnati. 
:40 p.m. Response by NOMDA President Charles Meyers. 
:45 p.m. Principal Speaker—Charles Bury, Dallas. 
2:45 p.m. Report of Nominating Committee and Election of Officers and Direc- 
tors. 
3p.m. Dictating Machine Panel conducted by James Marino, American 
Dictating Machine Co., Jerry DeJur, DeJur-Amsco Corp., and Arthur 
Hanrahan, North American Philips Co. 
:15 pam. Johnston Party Boat for Dinner, Dancing and Cruise. 


TUESDAY, JUNE 23 
9am. Exhibits and Model Store Interior Open. 
Yam. Display of Advertising Award Winners and Idea Board. 
2:30 p.m. Luncheon Honoring NOMDA Executive Committee and “Tip O’ the 
Year” Winner. Paul McWilliams, Chairman. 
:30 p.m. Report of By-laws Committee. Alfred Foxcroft, Chairman. 
2p.m. Manufacturers Division Panel conducted by James Hackney, Reming- 
ton Rand Div. Sperry Rand Corp., Chairman, with George Stuart of 
Orlando, Fla., and Henry Berry of Milwaukee, participating. 
3p.m. Photocopy Machine Panel conducted by L. A. Swain, F. G. Ludwig, 
Inc., and David Sigler, Nord Mfg. Corp. 
4p.m. Board of Directors Meeting. 
6 p.m.to 10 p.m. Exhibits and Model Store Interior Open. 


WEDNESDAY, JUNE 24 


9a.m, Exhibits and Model Store Interior Open. 
9am. Display of Awards Winners. 
9am. President’s Breakfast and Local Association Workshop for Presidents 
and Secretaries. 
Noon Luncheon Honoring Winners of Membership Drive and Other Awards. 
Edgar Noll, Secretary, Chairman of the Day. 
:30 p.m. Presentation of Prizes to Winners of Advertising Awards by Committee 
Chairman, Gene Hart of Los Angeles. 
:45 p.m. Presentation of Prizes to Winners of Membership Drive by President 
Charles Meyers. 
2:30 p.m. Electric Typewriter Panel conducted by George Plant, New York 
City, Chairman, with H. V. Williams, International Business Machines 
Corp., assisting. 
7p.m. Annual Banquet and Dance. C. Elmer Anderson, Pasadena, Calif., 
Master of Ceremonies. 
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“It copies anything ...in 12 seconds! 


...and the developing agent 


lasts a whole month!” 


Here it is... Copycat’s new deluxe wall model— 
world’s fastest photocopier at any price! 


Thanks to an exclusive new Copycat 
development, you can now have sharp 
picture-like copies of anything printed, 
written or drawn, finished and ready-to- 
use in 12 seconds! 

The key to this speed and quality is 
Copycat’s patented spray process —a 
process so startling that the machine 
can be used every day for a month or 
more without the need to change its 
developing agent. And since you never 
have to “warm it up” or clean its belts, 
Copycat runs practically unattended, 
is always ready for use. 


Copycat corporation 


Add to this the space-saving wall 
mount feature — a benefit you can take 
or leave because you can remove Copy- 
cat and carry it from desk to desk, from 
job to job, without fuss or bother. 

If you’ve been less than satisfied with 
copying machines...tired of slow ma- 
chines... fuzzy copies . . . messy devel- 
opers ... you owe it to yourself to see 
the new Copycat. Copycat is four times 
faster than any other photocopier and 
its developer lasts five times longer. 
Write or phone for a free demonstra- 
tion in your own Office today. 


you can’t 
g damage 
i originals 


215 Fourth Ave., New York . Phone: ORegon 4-5582 





™— For More Information Circle No, 326 





The secret of holding 


COMPLETE GRIPPER CONTROL 
of the paper from stack to 
receiver assures pinpoint 
register throughout the cycle. 


What causes a change in register from start to finish of 
a run? 

Observe paper as it moves from stack to printed stack 
in your machine. If movement is controlled all the way — 
as it is in the Photostat® Masterlith Offset Duplicator — 
pinpoint register can be assured throughout the job. 
DELIVERY GRIPPERS take paper from impression cylin- 
der grippers, positively control it until release into the 
receiver. Feeding is always regular, always smooth — 
without ‘‘tail-whip.’’ 

THE BLANKET IS FREE from conveying or ejecting duties. 
It doesn’t grip, pull, push or in any other way move paper. 
It only touches the paper to reproduce a fine image. 


PHOTOSTAT CORPORATION 


PHOTOSTAT its THE TRADE MARK OF PHOTOSTAT CORPORATION 
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perfect register 


PRECISE HORIZONTAL POSITION and register can be set BLANKET HAS JUST ONE JOB, 
easily without stopping the Masterlith. You merely turn pene : < pines 
the Vernier jogger-adjustment knobs. Tapes and ball of conveyor or ejector duties. 
races follow the joggers, automatically center them- 

selves, require no separate setting. 


VERTICAL POSITIONING and register are just as easy. 
Impression cylinder gripper ‘‘bite’’ is adjustable from 
— 2/16” to + 6/16”, permitting precise vertical positioning 
and registration. ‘‘Twist’’ adjustments are made in stock 
feed without moving the plate or washing the blanket. 
For a demonstration of these exclusive features of the 
Masterlith — plus many more — contact your nearest 
Photostat Corporation sales and service office. 


P. 0. BOX 1970 TO, ROCHESTER 3, N. Y. EXTRERereres oO" 
MICROFILM 
EQUIPMENT 


For More Information Circle No. 336 
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DICTATING MACHINES 


Minnesota Mining & Mfg. Co., 900 
Bush Ave., St. Paul 6, Minn., makes mag- 
netic dictation machines for office and 


travel use. The Deputy is a 4-lb. portable 
unit and the Dean is an 8-lb. office unit. 
The machines use Scotch magnetic dicta- 
tion belts made of video tape, which pro- 
vides “exceptional fidelity”, the firm said. 


The dictation belt fits the small No. 6 
envelopes commonly found in hotel rooms 
so that it can be mailed anywhere in the 
U. S. with a 4c stamp. The belt pro- 
vides the standard 15-minute recording 
time and can be re-used thousands of 
times. Both the portable and the office 
machines have retractible microphones, 
and both have a push-button index log to 
facilitate finding the end, or any particu- 
lar point, in a letter. The office machine 
provides three forms of playback, avail- 
able at listener’s choice: through the ear- 
phones which secretaries often prefer, 
through its own microphone or its own 
speaker which businessmen often prefer. 
The office machine can be placed and op- 
crated in a desk drawer. Its microphone 
can be used in its cradle if desired, with- 
out having to be picked up, leaving both 
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hands free. The portable unit is com- 
pletely self-encased with everything, in- 
cluding microphone and belts, enclosed in 
the single 4-Ilb. unit, which is 104%” x 9%” 
x 3%”. The Dean office unit is $335; the 
Deputy portable unit is $305. For More 
Information Circle No. 200. 


SALES ANALYSIS SYSTEM 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill., has devel- 
oped a high speed transistorized analysis 
system that requires no special trained 
programing personnel. Called the Victor 
Class 100, this low-cost system allows 
computing detailed cost, sales and inven- 


tory figures. It speeds accounting, fore- 
casting and planning procedures; and 
relieves office personnel of the error-prone, 
time-consuming job of computing, tabu- 
lating, classifying and interclassifying. The 
flexible system is composed of a central 
program unit to which is connected a 
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Digit-Matic printer. It processes random 
data from punched tape, the by-product 
of a previous operation (e.g., Victor Data 
Punch or Victor tape producing cash 
register). Actual processing of data is 
initiated by an operator who inserts the 
punched tape into the program reader, 
selects the program and depresses the start 
button. Reading at the rate of 1000 digits 
per second, the reader selects and adds 
related figures, then transmits them elec- 
tronically to the solenoid-activated Digit- 
Matic. The Digit-Matic accumulates the 
figures and produces a detail strip (printed 
receipt) with totals that are clearly and 
positively identified. For More Informa- 
tion Circle No. 139. 


PORTABLE MICROFILMER 


Flofilm Div., Diebold, Inc., 2 West 45th 
St., New York 36, N: Y., announces new 
features in its Flofilm 9600 Portable Micro- 
film Camera. Weighing less than 20 Ibs. 


- 


« 
—_ 


and occupying a space 1344” x 12%” x 
5%” high, the camera now has split- 
second loading by means of a film maga- 
zine which is simply snapped into opera- 
tional position and cannot be incorrectly 
inserted. Departments or branch offices 
may microfilm a day’s documents, remove 
the magazine and re-insert it as needed to 
microfilm additional papers, maintaining 
integrated microfilm records for the de- 
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partment. Choice of three density control 
positions for perfect reproduction of 
black-and-white, colored or less clear orig- 
inal documents. Camera speed has been 
increased to film 83 ft. of copy per min- 
ute. The unit will microfilm material up 
to 11%” wide by any length and up to 
Ya" thick. Stapled, folded or rumpled 
papers go through the camera easily. An 
automatic shut-off stops the camera when 
50 ft. of usable film has been exposed in 
any one film magazine. Electronic spacing 
control between images. Control panel in- 
dication signals any change of illumination 
within the camera. An attachment allows 
microfilming continuous rolled or folded 
forms. Cost of microfilming with the unit 
is 1/6 of a cent per document. Price of 
the Flofilm 9600 is $750. For More In- 
formation Circle No. 198. 


WHITEPRINTER 


Charles Bruning Co., 1800 Central 
Road, Mt. Prospect, Ill., announces a qual- 
ity, low cost diazotype reproduction 
machine, Copyflex Model 42. Priced no 
higher than a standard office typewriter, 
the unit makes sharp, positive prints in 


seconds for as little as a penny each. Costly 
delays for blueprints and whiteprints from 
outside sources and high monthly repro- 
duction bills for occasional prints are 
eliminated. Tracings up to 42” wide by any 
length are easily made with Copyflex 
Model 42. With the machine turned on 
and the speed dial set, all that is necessary 
for quick copying is to insert the tracing 
and a sheet of Copyflex paper. Seconds 
later, the sensitized paper is delivered by 
the machine, ready for application of 
Copyflex developer. This is available in a 
fast, convenient spray applicator that is 
always ready for use. Prints can be devel- 
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oped even in a crowded office. Developer 
is odorless, and free of noxious fumes. 
Unit has a specially designed fluorescent 
lamp for increased economy. Its mechani- 
cal speed range is from 3” to 36” per 
minute. Since the Model 42 is only 612” 
high, 12” deep and 56” long, it is ideal for 
either setting on a table or hanging from 
a wall. The sturdily constructed, extruded 
aluminum and heavy-gauge steel cabinet 
fits in with modern office decor. For More 
Information Circle No. 167. 


PHOTOCOPY BALLPEN 


Eberhard Faber Pencil Co., Crestwood, 
Wilkes-Barre, Pa., makes the Blak-Print 
photocopy Ballpen No. 1339, for use on 
photocopy, Thermo-Fax and xerographic 
machines. Fadometer runs, during its 
laboratory testing period, proved its per- 
manent qualities, thus making it a desir- 
able pen for legal documents, signatures 


and records that must retain their legibility 
over an extended period. The Blak-Print 
desk pen is contained in a black plastic 
barrel, stamped with aluminum leaf and 
fitted with a chrome cap and chrome point 


protector. A %” extended cartridge tip 
makes it useful for line ruling. Packaged 
in one dozen units, in a lift off cover box 
with descriptive cover wrap, the Blak-Print 
retails at 39c. For More Information 
Circle No. 180. 


TAPE HANDLING EQUIPMENT 


Wright Line, Inc., 160 Gold Star Blvd., 
Worcester 6, Mass., manufacturer of data 
processing accessory equipment and rotary 
files, has expanded its tape handling and 
storage equipment line to give overall 
department efficiency for handling tape in 
containers, or without containers, trans- 
porting and storing within the processing 
area close to machines, as well as outside 
of the department, or in storage vaults. 











Some new products are a tape carrying 
case to hold four reels, with two snap locks 
and a leather handle; a truck in four 
different styles, one with shelves, for carry- 
ing tape trays and, three with varying 
width inserts to handle tape sizes; Unistor- 
alls, 30” and 48”, to handle both tape 
reels and tape trays, give larger on-the-job 
storage of active reels at the machine; a 
tape reel storage rack that will store 130 
IBM reels, or Rem Rand 9%” reels in 
boxes, or 11%” Datatron, 8” Rem Rand 
reel with container, or without, and also 
the Rem Rand Large Reel. These racks can 
be attached together endlessly, or used 
back-to-back. In addition, the company has 
adapted a Unitray for filing and storage of 
paper tape. A divider has been added 
down the center of the tray to give two 
compartments for storing folded tapes. A 
follower plate slides the entire length of 
each compartment to hold tapes upright 
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and visible. Individual tapes are stored in 
an acetate jacket which fits into the com- 
partment, and they are well protected and 
easily identified. Since constant reference 
is necessary, and tapes are needed close to 
operation, Wright Line has developed a 
tub file that will hold nine paper tape 
trays. For More Information Circle No. 
145. 


FOLDING ARM CHAIR 


Clarin Mfg. Co., 4640 W. Harrison St., 
Chicago 44, Ill., makes a Clarin folding 
arm chair of steel, fabric and foam rub- 
ber, which folds to a flat 3” for easy, 
economical storage. The arms fold in one 


motion with the rest of the chair. Nauga- 


hyde, nylon and_ grospoint upholstery 
material over foam rubber is offered in a 
wide selection of colors. Chairs are: 
3914" high folded; 3242” open. Seat is 
164%” x 15%", 17%” high. Arm rests are 
10%” x 24%”; width between arms 17%”. 
For More Information Circle No. 192. 


TYPEWRITER JUSTIFIER 
Marginator Co., 1121 W. Magnolia 
Blvd., Burbank, Calif., has adapted its 
Marginator to the new IBM Executive 
typewriter. When installed on this Model 
C machine, the Marginator is an econom- 
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ical method of preparing service man- 
uals, operating instructions, installation 
instructions, booklets, etc. It can be in- 


stalled on all the latest models of type- 
writers to produce typing with justified 
(even) right-hand margins. For More In- 
formation Circle No. 158. 


PUNCHLESS BINDER 


Acco Products, Ogdensburg, N. Y., 
announces the Accogrip binder which has 
a spring action clamp that opens and 
closes at the touch of one finger. Accogrip 
will bind any kind of papers, prints, cata- 
logs, drawings, etc., up to 4%” thickness, 


yet hold one sheet securely. Material to 
be bound requires no punching. The Acco- 
grip punchless binder is made of genuine 
flexible pressboard with closed back in 
legal and letter sizes, and in five colors: 
black, red, gray, green and blue. For More 
luformation Circle No. 168. 





WHITEPRINTER 

Ozalid Div., General Aniline & Film 
Corp., Johnson City, N. Y., makes the 
low-priced Streamliner 100 for the repro- 
duction of engineering and architectural 
drawings and a wide variety of forms and 
other materials. It accommodates materials 
up to 30” wide with a synchronized print- 
ing and developing speed of 16 ft. per 
minute. Designed with the operator in 
mind, all controls are easy to reach, easy 
to read and easy to work. Positive gravity 
ammonia feed eliminates the possibility 
of vapor lock. Other features include 


stacking tray for originals up to 11” long; 
front stacking of prints up to 12” x 30” 
with alternate rear print stacking of 24” x 
30”. A 4” x 45%" feedboard allows stack- 
ing cut sheets. The cooling system pro- 


vides a printing cylinder 10° to 20° cooler 
than previous models. This permits proc- 
essing plastic coated materials, foils and 
photographic film without adherence to 
the cylinder. Both cylinder and lamp are 
immediately accessible for servicing and 
cleaning. The Streamliner 100 is 22” high, 
46” wide, 26” deep without feedboard, 
38” with feedboard and 50” including 
feedboard with rear stacking tray ex- 
tended. Its stand, which is a standard 
accessory, is 31” high, 47” wide and 33%” 
deep. Equipped with a 1200-watt lamp and 
operates on 110-volt AC. Stabilizing lamp 
circuit transformer compensates for line 
voltage fluctuation and provides even lamp 
intensity for uniform printing. For More 
Information Circle No. 122. 


PUNCHED CARD INSTRUCTION 


Pro-Forms Co., Box-715, San Francisco 
1, Calif., offers its Gal Friday system, de- 
veloped to replace instructions which are 
written on the back of old IBM cards. 
Complete kit permits precision presenta- 
tion of key punch and verifying instruc- 
tions for girls in the key punch section. 
Kit consists of (1) the necessary Pro- 
Forms for up to 50 different card forms, 
(2) instructions for using Pro-Forms, (3) 
a dependable no-skip ballpoint pen, (4) 
check-mark stamp, (5) stamp pad, and 
(6) red vinyl cover, silk screened in gold, 
“Keypunch Instructions.” Price of kit is 
$12.50. For brochure detailing the entire 
Pro-Form method, Circle No. 184. 


CASTERS 


Faultless Caster Corp., Evansville 7, 
Ind., makes Royal-Roll spherical casters 
for office furniture. These combine double 
ball-bearing swivel construction with glob- 
ular styling that gives distinctive eye 
appeal. The wheel is a 2” Ruberex ball 
made of non-marking, stain-resistant rub- 
ber, with a hard core and a cushion tread. 


The horn of the caster conforms to the 
spherical shape, is made of formed and 
drawn steel, and available in five standard 
finishes: antique brass, bright brass, satin 
brass, antique copper and bright nickel. 
The Royal-Roll caster is made with stems 
for wood bases, tubular metal bases and 
cast bases. Maximum swiveling ease is 
assured by the construction of the swivel 
with two rows of ball bearings in separate 
raceways. The large (5/16” diameter) axle 
of the wheel operates in a_ cylindrical 
bronze bearing impregnated with oil for 
lifetime lubrication. For More Informa- 
tion Circle No. 186. 
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PRINTING CALCULATOR 


Lagomarsino-FAI, Viale Umbria 36, 
Milan, Italy, makes the Model 8561 Grand 
Total Totalia, an automatic printing cal- 
culator with such features as a supplemen- 
tary totalizer, constant multiplier, auto- 
matic re-entry of all totals, grand totals 
and grand sub-totals, and double memory. 





Machine’s totaling capacity is 13 figures 
and there is a device for columning per- 
centages and increasing the calculating 
capacity. Other features include a method 
of positioning decimal point and a plate 
on machine’s base which makes it easier 
to move on the desk. Powered by a uni- 
versal motor, the Grand Total Totalia does 
complicated computations automatically in 
a simple, orderly manner. For More In- 
formation Circle No. 169. 


WHITE PAPERS 


Gilbert Paper Co., Menasha, Wis., have 
perfected a new white color for all Gilbert 
bond and onionskin papers called Hi-Fi 
White. These papers come in a new white 
which penetrates through the paper and is 
not just a surface coating. It offers the 
user extended permanence of brilliance 
and leaves no streaks when erasures be- 
come necessary. For More Information 
Circle No. 134. 


THe Orrice—June, 1959 


UPHOLSTERY FABRIC 


Landers Corp., Box 911, Toledo 1, 
Ohio, makes Majestic plus vinyl fabric 
that combines crimped nylon tufted 
through with a latex back. Luxurious in 
appearance, this fabric retains the vinyl 
qualities for wear, color and workability. 
Its design provides ventilation for cool- 
ness, plus cleanability and durability. 
Tufting on the vinyl material is done just 
as in carpeting. The back of the material 
is coated so that the tufting cannot break 
loose. A variety of patterns and color 
combinations are possible for contract 
work. Designed especially for seating 
use, Majestic is the newest fabric from 
Landers’ own laboratories and is expected 
to be one of the most important innova- 
tions in seating since the firm introduced 
vinyl fabric upholstery in the early 1940's. 
For More Information Circle No. 189. 


LAMINATING MACHINE 


General Binding Corp., 1101 Skokie 
Highway, Northbrook, IIl., announces the 
GBC Automatic Laminator for office and 
plant use. It encases paper, card, board or 
cover stock in clear, tough film in only 
three seconds. Material sealed in this 
thin pliable plastic shield is tamper-proof, 





impervious to dirt, grease and acids; stain- 
proof, immune to wear and tear. Film is 
completely stable, and laminated material 
always lies flat. The laminator, which 
can be operated by anyone without spe- 
cial training, provides protection and 
beauty of a plastic seal at low cost. Al- 
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though occupying no more space than a 
typewriter, the unit applies over 200 Ibs. 
pressure for perfect lamination, even on 
rough or torn surfaces. It will handle 
material 17” in width by any length up 
to the 2000 ft. film roll capacity of the 
machine. Equal distribution of heat dur- 
ing the lamination process is assured by 
three automatic thermostats. For More 
Information Circle No. 113. 


PHOTOCOPIER 


Cormac Photocopy Corp., Dept. 53, 80 
Fifth Ave., New York 11, N. Y., an- 
nounces the Golden Corvette with Flo- 
Matic Control which instantly, electric- 
ally and silently fills or empties the photo- 
copier tray at the touch of a button. 
When not in use, machine electrically 
removes the processing solution to a con- 
cealed dispenser. Developer will last up 


to a month, depending on volume of 
copies produced. Personnel have no con- 
tact with developer solution and _ filling 
and spilling problems are eliminated. The 
Golden Corvette will reproduce anything 
written, typed, printed, drawn or stamped 
in any media including ballpen, carbon, 
color and spirit duplication. It will copy 
from any type, weight or color of paper 
up to 11” wide by any length. Its opera- 
tion is completely automatic. For More 
Information Circle No. 102. 


OFFSET MASTER 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., announces a direct image 
offset master for short runs of 100 copies 
or less. Developed principally for systems 
work in which many masters, but rela- 
tively few copies, are required, this is 
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the lowest cost offset master in the A. B. 
Dick line. It will reproduce top quality 
work, including forms with variable in- 
formation. May be imaged with standard 
writing tools, including pen, pencil, crayon, 
typewriter, tabulator, etc. Corrections are 
made simply by erasing and re-imaging or 
re-writing. Available with either straight 
edge or pin bar punched, in a full assort- 
ment of standard sizes. Also in rolls and 
special sizes, on order. For More Infor- 
mation Circle No. 191. 


FILE SIGNALS 


Cel-U-Dex Corp., New Windsor, New- 
burgh, N. Y., offers Cel-U-Dex trans- 
parent file signals in a reusable three-tier 
box of clear plastic which contains an 
assortment of six colors, 100 of each. A 
reusable plastic box of 100 signals is also 
available. Cel-U-Dex transparent signals 


are used for a wide variety of control and 
classification purposes, attached to cards 
or other components of filing systems, and 
on correspondence, to flag delinquent 
accounts, signalize visible systems, code 
and display credit ratings, route and 
classify correspondence and _inter-office 
communications, add controls to files, and 
as bookmarks or to identify pamphlet 
pages. They can also be used as distinctive 
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paper clips. They grip without slip from 
thick paper to thin; attach easily, will not 
mar or mutilate, can be used again and 
again. There are 12 fast colors: red, dark 
blue, amber, dark green, pink, light blue, 
lemon, black, orange, lavender, light green 
and peach. For free signals leaflet and 
samples, Cirele No. 142. 


ODOR CONTROL UNIT 


Airkem, Inc., 241 East 44th St., New 
York 17, N. Y., announces the Airkem 
Cavalier, a durable unit which weighs less 
than 11 Ibs. with a full charge of Airkem 
Solidaire odor counteractant. The Cavalier 
will treat areas up to 1000 sq. ft. and kill 
odors of tobacco, smoke, occupancy, food 
and even paint. It is useful to stop the 
odors resulting from poor ventilation. In 
addition to odor control the unit adds a 








freshened effect to the air to combat stale- 
ness and stuffiness frequently noticed in 
fully closed and heated areas. Only 1012” 
x 11” x 5%”, it has a silent, two-speed 
positive air-flow circulating fan, adjustable 
odor-control rates, and a patented zig-zag 
feeding device which permits the Airkem 
service man to insert a charge of odor 
counteractant sufficient for several weeks 
of operation. The steel cabinet is finished 
in two-tone gray with chrome trim. Power 
requirements are 110-volts AC for opera- 
tion of fan unit. For More Information 
Circle No. 183. 
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PUNCHED CARD TRANSMITTER 


Syystematics, Inc., 10 East 40th St., 
New York 16, N. Y., makes the Model 
T585 Telepunch Card Transmitter for 
sending data from punched cards over 
teletypewriter lines. The unit will auto- 
matically send all 80 columns of alpha- 
betic and numeric data that is punched in 





and 


the cards, such codes as_ spaces, 
carriage return, line feed, tab, end of 
transmission, station select, etc. Transmis- 
sion may be at either the 60 or 100 word- 
per-minute rate. The Model T585 is con- 
nected between an IBM 024 or 026 Key 
Punch and the Teletype. Normal operation 
of the Teletype is not affected in any way. 
For More Information Circle No. 207. 


PUNCHED CARD PROTECTOR 


Forbes Products Corp., 625 S. Good- 
man St., Rochester 20, N. Y., makes vinyl 
plastic sleeves to protect punched cards 





Several 
cards may be placed in one sleeve to 
eliminate attaching and removing staples 


from bending, dirt or damage. 
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or clips. Sleeves are .008” thick with trans- 
parent front and translucent back, permit- 
ting stiffness and full visibility while pro- 
viding flexibility for holding one or a 
group of cards snugly in place. For More 
Information Circle No. 110. 


ACCOUNTING MACHINE 


Underwood Corp., 1 Park Ave., New 
York 16, N. Y., announces its Account- 
Master, designed for all accounting sys- 
tems and with special models for cycle 
billing, credit union accounting, rural elec- 
tric association billing, municipal account- 
ing and general accounting for manufac- 
turers, wholesalers and retailers. In_ its 





in modern 


redesigned 
colors, the Account-Master features sub- 
traction in all registers, the Underwood 
10-key input keyboard, full keyboard date 
and up to 46 descriptive characters, key- 
board program control and an auxiliary 
program control operated automatically or 


completely case, 


manually. Models are available at from 
approximately $2350 to $5000. The ma- 
chine’s basic simplicity and flexibility of 
design makes it possible to design and 
program for efficient accounting systems 
in many fields, with procedures designed to 
suit the customer’s specific requirements. 
The color scheme of the Account-Master 
is gray and driftwood with charcoal keys 
and a blue front panel. For More Infor- 
mation Circle No. 176. 


ADDRESSPLATE STRIPPER 


Addressing Machine Co. of Calif., 667 
Mission St., San Francisco 5, Calif., offers 
the Quik-Stripper Jr. for quickly stripping 
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cards and plates from Addressograph 
frames without touching the plates. Hands 
remain clean and fingernails are not 


broken. The Quik-Stripper Jr. strips small, 





medium and large frames, both old and 
new styles, and frames holding sub-section 
plates. Work is kept up to date when each 
operator has a Quik-Stripper Jr. For More 
Information Circle No. 206. 


PHCTOCOPY PROCESSOR 


Peerless Photo Products, Inc., Shore- 
ham, N. Y., announces the Model 1500 
Quick Silver separate processor, designed 
to modernize a customer’s existing photo- 
copy equipment and permit him to take 





full advantage of the Quick Silver photo- 
copy process in which only a single sensi- 
tized sheet of paper is used to make a 
copy. There is no peel-apart or throwaway 
sheet. The process can make either one 
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vinyl fabric upholstery 
Murphy-Miller* selects Landers 
for color and style leadership — 
“Vaquero” Versilan upholstery 
for exceptional quality. 


*Murphy-Miller, Inc. 
Owensboro, Kentucky 





LANDERS 


+ ©. &: & & -@ Sig CLR A204 BF AO: LO 8-e 8B Oo 1e8@e0e6 


For More Information Circle No. 257 
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copy or hundreds quickly and economically 
from a single original. Quality reproduc- 
tion with high image density and long life 
is obtained by the use of two separate 
processing solutions rather than combining 
the activator and the stabilizer into one 
monobath where they might be working 
against each other and tend to produce 
fuzzy, low-density prints of uncertain 
permanence. The 1500 processes copies 
which have been exposed on other types of 
photocopy printers.The desk-top unit takes 
sheets up to 9” wide and any length. Sheets 
84%" x 11” and 8%” x 14” are the stand- 
ard sizes available, but other sizes may be 
ordered. Its compact design permits the 
unit to be placed directly alongside any 
other photocopy machine, either to its 
right or its left, and close against a wall. 
Two bottles containing activating and 


stabilizing solutions are easily removed 
when they need replenishment. Up to 1000 
812” x 11” copies can be made from one 
charge of solution. For More Information 
Circle No. 170. 





METHODS & SYSTEMS MEN 
COMPTROLLERS & ACCOUNTANTS 
MAINTENANCE SUPERVISORS 
PURCHASING AGENTS 


Let us prove 


[ METALCRAFT, INC. OF-5 | 
Mason City, lowa | 
Send free samples, literature and your 











Property Control pamphlet. | 
NAME apis — 
| COMPANY | 
| STREET. | 
CITY STATE | 








SOUND ON PAPER 


Canon Camera Co., 404 Fourth Ave., 
New York 16, N. Y., announces the 


Synchroreader system, released in Japan 
and to be introduced here. This recorder- 
playback unit uses sheets of paper treated 





with a substance containing magnetized 
iron. These Synchrosheets come in many 
sizes, including international standards 


such as A-4 (21 cm x 29.7 cm) and USS. 
$12” x 11”. Expected to cost less than Sc 
each retail, sheets can be used over and 
over, printed, folded and mailed like an 








uTaWES 
4387 


a 





NATIONA L ASSOCIATION, 
STON 








Want a more efficient Property Control sys- 
tem? Identify with Serially Numbered “AUTO- 
GRAPHS”! They’re adhesive-backed . . . so easy 
to mount... 
too. Millions in use meeting every demand for 
positive Property Control. Just for the records 
... your Property Control records . . . there is no 
finer tag! 


attractive, durable and economical, 


METAL mc. 


MASON CITY, IOWA, U.S.A. 


For More Information Circle No. 360 


Tue Orrice—June, 1959 














WHO NEEDS ACCOUNTING MACHINE? 
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If your business posts 200 statements a month, you do. And now Monroe offers you an accounting 
machine—the President—priced especially for the small businessman. Accounts receivable, 
accounts payable, payroll—three of the biggest accounting jobs and this one machine handles 
them all. A simple twist of the control knob changes from one operation to another... you 
can be sure of error-free posting and neat printed statements ...and the President’s speed 
saves you time—and money. Yet the cost for such big business performance is hundreds of 
dollars less than other accounting machines in its class. The President actually establishes 
a new ratio between what you pay and what you get. 


It’s not always easy to find the day when a small busi- yer > 

ness really comes of age, but one measurement is its eo 
accounting methods. The day yOu buy a Monroe ac- PP 

counting machine is the day you buy prestige account- MON R O E 
ing—the day you know you're running your business 

efficiently ... economically . . . like a big business. / 


Call your Man from Monroe today to see the President i+) ne 
in operation. Models start at $750. benlgpeper decane 





ADDING + ACCOUNTING 
DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J 
A DIVISION OF LITTON INDUSTRIES 
For More Information Circle No. 294 
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ordinary letter and, using an inexpensive 
accessory, can be duplicated to any 
number of copies. It is claimed that even 
crumpled sheets will produce clear sound. 
Like any other document, recorded 
Synchrosheets can be bound, filed or 
stored for future reference. When a book 
of Synchro sheets is placed in the Synchro- 
reader, pages are turned automatically and 
the unit plays straight through the book 
for as long as the listener desires. Controls 
are simple and Synchrosheets take only 
about three seconds to adjust. The unit 
has a built-in microphone and can be used 
for ordinary dictation to provide an audio 
letter and duplicate—Synchrosheets pro- 
vide one duplicate copy automatically. As 
no secretary is required in this operation 
it is particularly suitable for confidential 
correspondence. It also lends itself to 
correspondence in a foreign language, since 
it eliminates the need for precise grammar 
and enables the dictator to use the round- 
about approach of general conversation. 
Since sheets can be typewritten on, it is 
possible to mail out a letter in, say, Eng- 


e 
7 
+ 
. 
. 
. 
. 
. 
. 
. 
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POSTING 

TRAY... 

IT’S A REFERENCE BINDER! 

Speed paper handling with this sturdy, compression 


type NARCO Posting Tray. Opens, locks, extends 
with finger tip control for posting, reference, storage. 


* Beautifully finished in metallic gray 
© Wide selection of standard sizes 
© Special sizes made to order 

WRITE FOR INFORMATION AND PRICES 


NARDON MANUFACTURING COMPANY 
2125 W. MISSION ROAD 
ALHAMBRA, CALIFORNIA 


lish, with audio translation on the back 
in another language. For More Informa- 
tion Circle No. 174. 


KEY FILING CABINETS 


Cushman & Denison Mfg. Co., Carl- 
stadt, N. J., announces Ke-Master System 
of filing keys. It features wall-mounted 


cabinets of 20-gauge welded steel with 
piano hinges and Yale locks. Inside each 
cabinet, keys are attached to vulcanized 
fibre tags which hang neatly aligned on 
spiral wires to show file number imprinted 


MOVABLE RAIL 


CREATE MULTIPLE RECORDS 
WITH ONE WRITING! 

Get machine efficiency — without the machine! Pat- 
ented features on easy-to-use NARCO movable Ac- 
counting Boards assure positive registration. 


FIXED RAIL 


© Adjusts horizontally and vertically 
* Collating rails can not fall out 
* Wide selection — movable or fixed rail 
* Special sizes made to order 
WRITE FOR INFORMATION AND PRICES 


DISTRIBUTORS: 
Some territories 


. still oper 


For More Information Circle No. 362 
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Phyllis loses her first race! 





TYPING TIME: 4 MINUTES COPEASE TIME: 40 SECONDS 
Phyllis Alchis, National typing champ* Copease photocopier, National copying champ 


AND COPEASE NEVER MAKES ANY MISTAKES 


Copease! Faster and more reliable than the human hand. 
Copies everything on paper, even colored inks, pencil and 
ballpoint signatures. Quiet. Trouble-free. The photocopier 
that: really saves paper. 


*PHYLLIS is a good scout. She knew she had to lose when 
she read the facts. Read how you can win. “The Truth About 
Office Copying.” MAIL COUPON OR CALL TODAY 
FOR FREE BOOK. 


} 
COPEASE CORPORATION, 425 Park Ave., New York 22, N. Y. Box 0-6 


DISTRIBUTORS IN PRINCIPAL | Gentlemen: f would like to have a 3-day FREE | 
CITIES. REGIONAL OFFICES: | TRIAL of Copease in my office—without obli- 
gatior 
N . " Ry - _ 
tg ae Please send me a FREE copy of “* THE TRUTH 
se ABOUT OFFICE COPYING MACHINES” [] l 
Chicago, 228 N. LaSalle St. 


STate 2-1383 Name Fos 





- Address 
Los Angeles, 3671 W. Sixth St. 


DUnkirk 5-2881 ; Zone State 











For More Information Circle No. 279 
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on the tags. Each tag is positioned accord- 
ing to a consecutively numbered location 
guide. A simple, foolproof method of key 
indexing is provided with all cabinets, and 
permits responsible persons to know at 
any time who has the key to any lock. 
Capacity of cabinets ranges from 20 to 800 
keys. They are finished in gray, light green 
or soft tan. For More Information Circle 
No. 164. 


She’d sooner let her boss 
see her hair in 
curlers than be 


guilty of ~ S 


READ-OUT PRINTER 
Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., makes the Univac Solid-State Docu- 
ment Printer which will compute, edit, 
punch, print on both sides and segregate 
any standard tabulating-sized documents in 


that’s why she uses 
A.W. FABER 











GRASERSTIK 


The original grey eraser point 
—always best for erasing. 





a single operation. Univac computer users 
can use the printer for premium and utility 
bills, dividend checks, proxy and subscrip- 


If you look untidy you are telling tion notices, reply cards, tax bills, mort- 
your Boss that you don’t care 
what he thinks of your appear- 
ance. It’s the same with letters. 
SLOPPY STRIKEOVERS are out- 
of-date. Get rid of bulky erasers. 
Pick up that white-polished 
pencil-shaped beauty 
A.W.FABER ERASERSTIK. It gives 
you the point you need to erase 

a letter without smearing the 
whole word. With ERASERSTIK 
you erase without a trace. 

Do what most better-paid 
executive Secretaries do. 

Use ERASERSTIK. 


Which point do you prefer? 


Slender, Medium or 
Blunt The choice 
is yours. EraserStiks 
7099 and 7099B can 
be easily pointed with 
a mechanical or 

hand sharpener to suit 
your taste, 


ERASER STIK. 


AW FABER-CASTELL Pencil Co., 
Nework 3,.N. J 


gage notices, payroll checks and inventory 
cards. Boston Edison Co. uses it for con- 
sumer billing and to establish a master 
data card file on meters, readings, deposits, 
addresses and accounts receivable. Previ- 
ously, when basic computer programing 
was completed, the resulting magnetic 
tape went through several stages before 
final documents were printed out. Now 
tape can be fed directly into printer, and 
all final printing steps handled automatic- 





STIK Gill SERVICE) us... 7099 


Inc 


AW. Faber GRASERSTIK Galt SERVICED us. 7099B 





| 


For More Information Circle No. 361 
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a giant 
of a 
performer 


at a midget price! 


An ideal portable 

spirit duplicator, the 
PICCOLO... made by 
ORMIG. Its advanced design 
gives you all the advantages 
of large, expensive models 
at a down to earth price. 
The perfect duplicator for 
any small business firm, 
hotel, motel, restaurant; 
school or club. 


sensibly 
priced at 


1." 


lus federal 
excise tax 


With this rugged, compact 
machine you'll make copies 

of anything typed, handwritten 
or drawn up to 9” x 13” in size, 
(in 5 colors if you choose) 

on any type of paper from 
tissue to card stock. 


Write us for dealer nearest you 
A S: The PICCOLC lable 
For More Information = ALERS bone : OLO : availab 
Circle No. 210 0 you in almost every city in 
the U. S. on a non-exclusive basis. 


COPY-CRAFT, INC., Dept. 69, 105 Chambers St., New York 7, N. Y. BA 7-4150 


CARBON PAPER & RIBBONS * DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES 


> & SUPPLIES 





NOW =amazing 
related dictating, transcribing 
recording system. See it! 





* 
General 
Purpose 
Recording 
. 
Conference 
Recording 
* 
Dictating 
+ 


Transcribing 








Exclusive 
Franchises 
Available 





Now BOTH conference or lecture-length recording . . . AND 
shorter, general-purpose recording, interchangeable with dictation- 
transcription . . . are served by ONE related system of portable 
units. This all-inclusive service brings wholly new convenience to 
users, and offers new, quick profit to distributors and dealers. 

Usable separately, three related, miniaturized units comprise 
the Geiss-America voice recording, reproducing and transcribing 
system. They are 


For Dictation-Transcription 


Central unit is Geiss-America’s 7-lb. Minifon “OFFICE” dictator- 
transcriber. Smaller than a standard letter, 2 inches high, this 
one-hand-controlled unit has a 15-minute magazine tape. 


For General Purpose Recording 


Second unit is the new Minifon “ATTACHE” recorder. It has 
more than 25-foot range and uses the same magazine tape inter- 
changeably with the OFFICE dictator-transcriber. This instant 
snap-in tape may be mailed, filed, erased by conventional method 
or as new material is recorded, and is good for indefinite re-use. 
Completely portable, pocket size. 


For Long-play Recording 


Third Unit is the conference- or speech-length long-play Minifon 
P-55L recorder. It has more than 25-foot range. It is the only 
41-hour, 2-lb. pocket-size recorder on the market. Wide range of 
accessories for many different uses 

All three units are usable separately. All are in matching metal 
cases — the two recorders in identical cases. All units play back 


immediately. Recorders are transistorized 


% This is the first related, unitized, miniaturized systern em 
bracing all voice recording, reproduction and transcription re- 
quired in business, Government and professional work at a 
popular price —a very great user convenience, a very great 


distributor-dealer opportunity 


GEISS-AMERICA 


Exclusive U.S.A. Importer 
6424 N. Western Ave., Chicago 45, Ill. 


For More Information Circle No. 330 
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ally at high speed. Cards can be fully 
processed, in a single pass through the 
printer, at speeds up to 1456 lines per 
minute. As many as 1820 characters can 
be printed on one card. A magnetic drum 
storage capacity of 50,000 digits permits a 
wide variety of programing, control, edit- 
ing and mathematical operations. Special 
information storage devices allow com- 
puting and editing to go on while reading, 
punching and printing is being accom- 
plished. For More Information Circle No. 
147. 


TAB CARD FILES 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., has developed a single, 
unified filing system for all punched card 
handling and storage needs. One file 
drawer fits 24 sizes and styles of file cabi- 
nets. The wide selection of types and 


models in the line makes it possible for a 
tabulating installation to install a system 
specifically adapted to its handling and 
storage problems. The card file cabinets 
have cast aluminum drawer fronts and 
a full-sized punched card slips easily 
into the drawer head for convenient index- 
ing. This drawer front increases drawet 
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the pests swing open 
for easy insertion of sheets 


Ends the ‘‘headache"’ of 

dismantling binders. 

Permits instant insertion 

or removal of sheets. 

Sections can't come apart — prevents 
dropping or spilling sheets. 


SWINGS OPEN 


Sheets swing open in- 
stantly at any point. 
No fumbling — no 
spilling 


+y 


ye 


SWINGS CLOSED 


Swing the sheets 
closed and the posts 
telescope together 
automatically. 


Qe 


Ideal for salesmen, jobbers and dis 
tributors, parts departments, office 


reference manuals and catalogs, 
vital statistics files, loose leaf di 
rectories, and wherever giant ca 
pacity ring binders are needed. 
Ask your office supply dealer for the 
FAULTLESS Slide-Hinge Binder. 

Sold by FAULTLESS dealers everywhere. 


STATIONERS LOOSE LEAF COMPANY 


246 E. Chicago Street, Milwaukee 1, Wis. 
114-116 East 13th St., New York 3, N.Y. 


For More Information Circle No. 363 
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@ capacity. Files are optionally available 
@ 2 with standard fronts, however, to match 
Pp @ = cxisting Tab file installations. The new 


units offer complete file integration with 
@ @ full-suspension and semi-suspension §sys- 
t ge @ tems, modernized or standard drawer 


fronts; desk, counter or standard file 


self-adhesive e @ @ heights of locking or non-locking types, 


and refined operating features including an 


file-folder labels easy-to-operate follower block, positive 









Available ina 
bouquet of ten 
fresh color 

plus wh 


bright 


uniform typing 


and the last 4 oe > he - . “ace ji ¢ > 
label won't sip ; Bweny canes COMPANY, orv.t76 necessary. rhe transfer case is made of 
because of the ' 117 Liberty St., New York 6 * 608 S. Dearborn St., steel with lock, reinforced handles and 
extended backing Chicago 5 © 1616 S. California Ave., Monrovia, | © a da . 
sheet California * Offices in Other Principal Cities follower block, finished in gray baked 
WRITE TODAY fi ' Ph f 4 4 wg 
your FREE samples je ee me eS at Aeaty Se ee ee: | enamel. Made in two sizes: Model ST-7 
of AVERY file folder J ‘ . ” ” . 
LABELS 1 My Nome — Position. for 11” x 7” ledger cards; Model ST-8 for 





see ‘em, try ‘em, 
buy ‘em at your 
stationery dealer! 
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interlock stacking, and drawer with 
save secretarys time -- smooth sides and slotted bottom for maxi- 
save boss's mo ! mum efficiency in filing and removing 
ney cards. For More Information Circle No. 

120. 


POSTING TRAY STORAGE FILE 

Y Melcar Office & Business Equipment, 

a 480 Canal St., New York 13, N. Y., offers | 
a portable storage case that will take the 

contents of an 1834”-deep posting tray. 

This allows transferring inactive machine 

accounting records in a manner that makes 

them available for checking whenever 








Office studies prove AVERY 
self-adhesive File-Folder LABELS can defi- 
nitely save you time and save your boss money. 

Little wonder — they give quick, positive 
identification to all file folders... and they're 
a breeze to apply! Best of all they need no 
moistening — no messy mucilage to lick. Just 
stick ‘em on... and they 
stay on... neatly, firmly. 


te for 
efficient 





| ee samen ' 11” x 8%” cards. Each is $9.94 or $15.19 
ag ae Th ' with A-Z index. For More Information 
egy  monacugacact | Mas Mie. 136. 


For More Information Circle No. 364 
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in ofhce "=a 
copiers too! 


It is called 


““FLO-MATIC CONTROL”! 


Cormac has discovered the built-in pearl, 
“‘Flo-Matic Control” bringing automation 
into office copying techniques. 


a 
With “Flo-Matic Control” there is no more han- 
dling of solutions—no more filling and emptying Write for details or call 
of trays. Flo-Matic is SO CLEAN that you could op- your nearest Cormac office. 


erate it while wearing an evening dress (or tux) 

with ar a single smudge! Easy? 70 

pryeg te Aha hse slot yet pine Me Cormac Photocopy Corp., Dept. 63 
: x : 80 Fifth Ave., N.Y. 11, OR 5-9310 

feeds quickly...cleanly... automatically. That’s 

all! But you’ve got to SEE “Flo-Matie Control’ IN Im interested in learning more about 

ACTION to really appreciate this revolutionary new Flo-Matic Control. 

discovery in office copiers. 




















ici cesiicainentiitatel a 
CORMAC PHOTOCOPY CORPORATION Company____ 
REGIONAL OFFICES IN PRINCIPAL CITIES: Address___. 
Birmingham, FA 4-3123; Brookline, Mass., RE 4-0565; Cleve- : 
land, SW 1-7850; Chicago, IN 3-4310; Detroit, UN 4-2710; City___ Zone—__State_—____ 
Los Angeles, NO 3-8256; St. Louis, MI 7-4806 ~ 


SALES OFFICES AND DEALERS FROM COAST TO COAST ILLUSTRATION COURTESY OF CHAMPION PAPER G FIBRECO. 
For More Information Circle No. 343 
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You get things done —on time 
with EVER READY desk calendars 











OFFSET CHECK IMPRINTER long enough to permit the insertion of 


A. B. Dick Co., 5700 W. Touhy Ave., 4¢Posit slips and reorder blanks. At the 
Chicago 48, Ill, announces increased end of predetermined run of checks, ma- 
hourly production combined with a reduc- 
tion of up to 50% in check imprinting 
costs for its high speed, automated offset 
check imprinter. Fifth offset machine an- 
nounced in the last nine months, the 
Model 368 imprints and collates 200 
checks, 40 deposit slips and reorder forms 
for each of six customers, in less than 
three minutes. It may be used with mag- 
netic mks or conventional offset inks. 

Actual duplicating is based on the A. B. 
Dick large-image offset duplicator Model 
360. An electromechanical program con- 
trol unit automatically controls the repe- 
titive cycles of the operation. A predeter- 
mined pattern of imprinting runs is sim- 
ply dialed on the program control by the 
operator. Machine then delivers the exact 
quantity of copies required. During im- chine shuts off and program unit auto 
printing, machine stacks checks ready for matically re-sets for next run. Consistent 
cutting and binding in books of 25. At the copy quality and electronic readability, 
end of a cycle of 25, machine hesitates essential in processing code _ identified 


—” 


USE ROLCOR LITHO-RED 
KTRANSTAPE 


THE STRIPPING TAPE YOU CAN SEE 
THROUGH BUT CAN'T EXPOSE THROUGH 


No pinholes. Color is part of base material. 
No bleeding, oozing, shrinking, curling or 
static. Cuts easily without use of special 
cutting edge. Can be reapplied without 
tearing goldenrod surface. Extra thin 
(.0028) for better contact. Adhesive 
always stays on tape. Also available clear SEND FOR 


2592 inch ROLLS x 1%" © 36 6 12 6%" 6 1” oe eae 
ROLL-O-GRAPHIC 1 YOUR LOCAL 
CORPORATION DEALER 
133 PRINCE ST., NEW YORK 12,N.Y. ~ 


For More Information Circle No. 365 
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RITE-LINE copyvuoiper 


SAVES EYESTRAIN © TAKES. COPY UP TO 20” 
© PROMOTES ACCURACY «HOLDS NOTEBOOK 
© INCREASES PRODUCTION «FITS IN DESK ORAWEB 

¢ UNE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 


4209 29th St. N. W., a Aer i:lialel iol Maho wm OME G@ 





For More Information Circle No. 366 


EVERY OFFICE MANAGER SHOULD 
HAVE THIS CATALOG-MANUAL! 


It’s Free and It’s = 7% 
the A.S.H, Way to | "3am =m 
Cut Office Over- 
head and Save 
Money Too! 


Get your free copy of 
this 112 page, illus- 
trated catalog-manual 
today. It's loaded with 
thousands of top-qua!- 
ity office, accounting, 
bookkeeping and sta- 
tionery items at rock- 
bottom prices 





No Salesman Will Call 


Industrial Division 06 


ACCOUNTANTS’ SUPPLY HOUSE 
518 Rockaway Ave., Valley Stream, L.I., N.Y 
Name 

Firm 

Address 

City State 


For More Information Circle No. 367 
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checks, is controlled by machine’s Aqua- 
matic control which meters exact amount 
of fountain solution to properly balance 
water and ink. The machine also has a 
large-image area measuring full 104%” x 
1642”, which can be used to produce let- 
ter size requirements two-up, side by side 
on 11” x 17” impression paper. 5%” x 
84%" forms can be duplicated four-up. 
Operators experienced with standard off- 
set duplicators can adjust to the new 
equipment after simple instructions. New 
operators can be trained in a minimum 
of time according to the manufacturer. 
For More Information Circle No. 126. 


TRAVEL—WRITING KIT 


Wilson Jones Co., 209 S. Jefferson St., 
Chicago 6, Ill., is introducing an on-the- 
road office for the traveling executive. 
Called the GrayLine Keep-A-Copy Letter 
Pak, this compact portfolio simplifies cor- 
respondence and allows the writer to eas- 
ily file a copy of all correspondence. It 
also provides a convenient means for the 
recipient to answer. In the 8” x 9%” 
sturdy paper portfolio are 25 carbon- 
interleaved multicopy forms of two types. 


One is a three part Speed Letter for use 
when a quick reply is required. It has 
three different color sheets separated by 
carbons. The message is written on the 
top sheet in pencil, pen or typewriter. 
Then the writer snaps away his file copy 
and mails the remaining two parts with 
the bound-in carbon paper still in place. 
The recipient replies on the lower part of 
the forms, sends one copy back, and keeps 
the other for his file. Fifteen Speed Let- 
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STANLEY PUHMAN, A NATIONAL SYSTEM provided Sterling 
Secretary -Treasurer, Factors Corporation with time- and 
Sterling Factors i money-savings almost immediately. 
Corporation, & This concern has devoted over a quarter 

: of a century to commercial financing 


“Our Watonal System 
saves us °13,030 a year... 


pays for itself every 11 months ! na Factors Corp. 
New York City, New York 


Your business, too, can benefit from 


“Up-to-the minute record keeping and better control of our 
business required the installation of the National System,” 
writes Stanley Puhman, Secretary-Treasurer, Sterling Factors 
Corporation. ‘‘Our National System provides us with tremen- 
dous man-hour saving per month! 

“A National System proved to be a MUST in the operation 
and control of our business, since current balances are essen- 
tial for proper analysis and control. The National System 
printed records are extremely clear and legible as contrasted 
with our old pen and ink method. End of the month statements 
are mailed ten days earlier than previously which is a further 
service to our customers and helps to build goodwill. We 
are enjoying a 200 percent increase in volume today without 
additional clerical operating cost! 


“We consider the National System to 
be a vital factor in lowering and stabiliz- 
ing over-head operating costs. It did ex- —_ 
actly this for us. Our National System I 


saves us $13,530 a year...pays for itself Secretary-Treasurer 
every 11 months!” Sterling Factors Corp. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
75 YEARS OF HELPING BUSINESS SAVE MONEY 


the time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through sav- 
ings, then continue to return a regular 
yearly profit. Nation- wie 

al's world-wide serv- C) 
ice organization will ems 

a Om 


protect this profit. 


*TRADE MARK REG. U. 6. PAT. OFF. 


SNatonal 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
nce paper (No Carson Requintn) 


For More Information Circle No. 256 
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Pan-American Jet Clipper 
——— - | 
® 
Ss 


So quickly . so smoothly 

. in your travel, by modern 
jet airliner; in your erasing, 
with Jet Erasers. Bring Jet 
Ave speed and progress right 
into your office with these 
modern Weldon Roberts Eras- 
ers, so wonderfully new and 
time-saving, so unbelievably 
clean in use. Handy business- 
like, luxury-textured rubber 
cores in inviting clear-plastic 
holders with pocket clips for 
executives; with whisk brush 
for typists. Holder tip un- 
screws so eraser stick can be 
moved outward. Refills, of 
course, 


NO. 827 JET. Gray rubber core for 
erasing ink and typewriting. (No 
$270, with whisk) 

NO. 838 BALL POINT JET. 
Gree n rubber core for erasing 
ball point ink and India Ink 
(No. 8380, with whisk) 

NO. 825 JET. Red rubber core for 
pencil erasing and cleaning. (No. 
8250, with whisk) 











Ask your stationer for the Jet Erasers (by 
number above) for the uses you prefer. 
Write us if he cannot supply you. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


For More Information Circle No. 368 
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ters are included in the pack. The second 
type of form in the portfolio is the Speed 
Message for use when no reply is neces- 
sary. It merely has two sheets and a single 
carbon. Besides a place in the portfolio 
for filing copies, there is a die-cut sleeve 
for envelopes. The portfolio fits into the 
smallest brief case and is rigid enough for 
writing messages without additional sup- 
port. Retails at 98c. For More Informa- 
tion Circle No. 193. 


TABULATOR 
SELECTOR-EXPANDER 


Management Assistance, Inc., 40 Ex- 
change Place, New York 5, N. Y. makes 
the WROC 452 selector expander for 
expanding the co-selector, pilot selector, 
digit selector and emitter capacity of IBM 
402, 403, 407 and 408 printing tabulators. 


This self-contained unit has its own power 
supply and 32 five-position selectors which 
may be individually operated. It also has 
four individual multitransfer selectors with 
ten transfer rows and one common row, 
each row having ten positions. There is a 
100-position two-column digit selector for 
converting numerical data from two sepa- 
rate punched card columns to a single 
pulse representing the numerical value of 
the input. Can be coupled to any IBM 
tabulator without affecting normal opera- 


For More Information Circle No. 450—~ 





for holding drawings, here's a trick: 
This tape sticks tight—and strips off slick 


“SCOTCH" is a registered trademark for the pressure- 
sensitive adhesive tapes of 3M Co., St. Paul 6, Minn, 
Export: 99 Park Ave., New York 16. Canada: London, Ont. 


Miianesora 
TMiinine anno 


aanuracrurine COMPANY 





..- WHERE RESEARCH IS THE KEY TO TOMORROW 


SCOTCH BRAND 
No. 230 Drafting T: ape 


Holds sheets smooth and taut without snagging 
drawing equipment. Removes easily, leaving no 
tack holes. Neat way to fasten flaps, hold pictures 
for copying. Simple Bracket Dispenser mounts 
conveniently anywhere. Write now to Dept. EP-69, 
3M Company, St. Paul 6, Minn., for free, illustrated 
booklet that shows you why... 


“SCOTCH” BRAND Tapes 


are a girl’s best friend! 





At last. FOR THOSE WHO 


MAKE AN OCCASIONAL MISTAKE 


GENERAL'S NEW 


Now-for the first time, a thin- 
lead, non-smudge, fade-proof 
colored pencil that erases 
cleanly, easily, completely! 


LIKE Anln 
Ws yuVuYU 


NOT 
LIKE 
THIS “¥ V 


THE ONLY COLORED PENCIL OF ITS KIND 


No more valuable working time 
lost fighting to erase colored 
pencil marks! With amazing, 
new ERASABLE Color-Tex .— 
you can erase color as easily as 
you erase black lead pencil 
marks. Only the color comes off! 
No ghosts — no shredded paper! 


TRY COLOR-TEX ERASABLE 10 DAYS FREE 


Available in Carmine Red or 
Indigo Blue — ask your dealer 

for General’s New ERASABLE 
Color-Tex Pencils — or write 
today on your letterhead for 
FREE SAMPLES. 

Medium or Hard Grades with or without erasers 


ENERAL 


PENCIL COMPANY 


69 FLEET STREET. JERSEY CITY 6. N. J. 


be-Wakt COLOR-TEX jwsowsaie 6 


Cot 


:s GENERALS ¢ 


For More Information Circle No. 369 
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tion. For literature describing benefits of 
tabulator selector expansion, Circle No. 
182. 


COPYHOLDER 


Hall-Welter Co., 38 Mt. Hope Ave., 
Rochester 20, N. Y., has developed a type- 
writer copyholder that accepts ledger 
sheets up to 17” wide as well as other 
wide sheets. It also may be used to hold 
standard or smaller letter sizes. Called the 
Speedrite Accounting Copyholder, it can 


be installed with any typewriter, even one 
of the oversize electric machines, on a desk 
pedestal. It holds the copy directly in front 
of the operator and behind the typewriter, 
and thus saves eye and neck strain. When 


| installed, the Speedrite Copyholder virtu- 


ally becomes a part of the typewriter it- 
self. A touch of the trigger brings the next 
reading line into vision. The easily accessi- 
ble spacer can be set for one, two, and 
three copy lines. The entire head moves 


| freely for adjustment to the right lighting 


conditions. A _ clear, optically perfect 
magnifier provides large, undistorted copy 


| for faster, error-proof copying. Slides on 
| and off quickly without tools. A wing nut 
| on each side of the copyholder permits 


tilting to correct angle for reading and for 
focal distance. Height is adjustable to meet 
need of individual typist. The copyholder 
is collapsible and when not in use can be 
dropped behind the typewriter. For More 
Information Circle No. 150. 
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LET THIS CAMERA 
BUY ITSELF 


By making your own line 


and halftone negatives, 
Xerography plates and 
photostats, you can save the 
money to buy this modern 
camera—and have a long 
term bonus of high quality 
and profitably efficient 
operation— 


, @ EASY TO OPERATE, even with untrained 
( | r W | personnel in a few hours because of simplified, 
fool-proof controls and direct reading percentage 


focusing scales. 
M E | E } R | | E 7) @ ONECAMERA TAKES ALL HOLDERS—Vacuum 
© Film; Stay-flat Film; Xerographic; Prismatic Head 
VERTICAL CAMERA BY | Jzaeeetie 7 
>) @ SAVES HIGH COST FLOOR SPACE with its 


compact, vertical design. 
R °o B rt R T Ss Oo N = @ EASY TO INSTALL, LOW COST OPERATION: 
Veli Ey Just plug into any 110 volt outlet; low current 


” ¢ ien, | consumption. 
$1285°° @ HIGH QUALITY RESULTS assured by precision 
MPLETE? lens, adjustable lighting, accurate controls, direct 


= reading percentage scales, automatic timer. 
* Prices plus crating, freight and local taxes 


itt. Whatever your operation—Small Offset printer, Letter Shop, the Reproduction and 
eas Duplicating Department in Graphic Arts or Industry—let the savings in versatile utility 
byt xg and greater production put this ultra-modern METEORITE into your establishment. 
«WRITE for Bulletin MT-140 


A COMPLETE LINE OF PHOTOMECHANICAL EQUIPMENT t 
ROBERTSON PHOTO-MECHANIX, INC. | \\snshode 
7440 LAWRENCE AVENUE*CHICAGO 31, LLLINO'US 


For More Information Circle No, 333 





Low-cost way to 
modern accounting methods 


ROYAL MCBEE GENERAL 
RECORDS POSTER 


ei 141 1 loot! 


your payables, r » Payroll — 
as well as other important accounting jobs 





Here, in just a single compact device, you’ll find 
everything you require to simplify —and mech- 
anize—your accounting. Flexibly, economically, 
without specialized personnel. The new Royal 
McBee General Records Poster eliminates re- 
petitive writing—can slash your paper-handling 
costs by 60%. With greatest speed and accu- 
racy. In small and medium-sized firms. .in 
larger, decentralized companies, too. 




















Combining simplic 3 
ity and versatility, §° _ 3 s - Your nearby Royal McBee Data Processing 
yeni 9 sort : F Representative will be glad to demonstrate the 
Peaster tc quickly | w= taht : ; va new General Records Poster—as well as other 
and easily adapta- ——= $5: i Royal McBee machines and methods for cutting 
ao por we. pl : 3 : , automation down to size. Phone him, or write 
ceivables (right) . ; Royal McBee Corporation, Data Processing 
and payroll (below). im: etit H+ Division, Port Chester, N. Y., for illustrated 
eesti: : brochure S-533. 


ROYAL M‘BEE ° (2/2 processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 





































































































For More Information Circle No. 320 
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BLUEPRINT FILES 
Momar Industries, 4323 West 32nd St., 
Chicago 23, Ill, states that its Glider 
Vertical Blueprint Files reduce up to 2 
the motions required by peg-type racks 


and flat drawer files. Gliders are available 
in full frames, for up to 1800-print capaci- 
tics, with attachable extensions. For 
smaller, space-saving situations, they come 
in half-lengths. To gain extra print pro- 
tection and security, there are cabinet 


Make your order files 


COME TO LIFE 
with 
Wassell 
ROTOR-FILE 
ORDER DESK 


Gives your order-handling 
modern mechanized speed 


Finger-tip access to any order (ame 
with ball-bearing ease of fil- & A. 
ing-in-the-round 

Capacity equal to eight full’ 
standard file drawers i 
Slashes clerical time and cost: | 
many installations have paid | 
for themselves in six months | 
or less | 


WRITE TODAY, 1 
OR MAIL COUPON i 


Name 
Company 
Address 
City, State 


For More Informat 
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y, 
WASSELL ORGANIZATION, 


ion Circle No. 370 


units with strong locks. Each direct-ten- 
sion steel clamp holds 100° plans. Inser- 
tions and withdrawais are fast. Self- 
contained T-tops of clamps glide into or 
out of filing position in channel tracks. 
This unit eliminates lifting, fishing and 
folding of plans. Singles or sets may be 
added or withdrawn without removing 
other prints in the clamp. Clamps and 
channel tracks are available without 
frames, for special filing requirements. 
Units for prints up to 48” wide have 
index retainers on their frames, for users’ 
identification systems. All units are fin- 
ished in gray. For More Information Circle 
No. 1990. 


ONE-TIME CARBON 


Port Huron Sulphite & Paper Co., Port 
Huron, Mich., announces Seagull 6% Ib. 
one-time carbon paper in a variety of in- 
tensities of particular interest to forms 
designers and methods men who develope 
multiple-part forms for running on high 
speed tabulating equipment, including wire 


INC. 


Westport, Conn 





Here’s the New, 
Modern Way 
to Make 


Carbon Copies! 


1, Pick up the Sea Foam Bond 
CARBONSETS you need. 


2. Place your letterhead on top 
and slip into typewriter. 


‘’ 


3, Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST ¢ CLEAN 
Always specify CARBONSETS 
by name, the only set using 
celiilelth wel stem meleliim slelile Mm AAaLIC 
on company letterhead for 
sample kit. 


Write Dept. 0-659 
BROWNVILLE PAPER COMPANY 
BROWNVILLE, N. Y. 

For More Information Circle No. 371 


184 


printers. Superior results are obtained, as 
well, on electric typewriters. Forms manu- 
facturers are successfully line hole punch- 
ing and collating Seagull 6% Ib. at nor- 
mal operating speeds. For samples, Circle 
No. 162. 


FOLDING CHAIRS 


Howe Folding Furniture, Inc., 1 Park 
Ave., New York 16, N. Y., makes tubular 
steel folding chairs that complement its 
line of folding tables. One chair, the Howe 
99, is all steel and has a die-formed seat. 


The other, the Howe 98, has a replace- 
able upholstered seat covered with 14- 
gauge backed vinyl. Both chairs have wide 
contoured backs for comfortable seating 
posture. Built to last, these chairs come 
with a baked-on enamel finish that is 
rustproof and chip-resistant. Colors are 
beige or gray. Rubber-tipped feet keep 
chair from slipping and protect flooring. 
Chairs fold easily and store compactly. 
For More Information Circle No. 187. 


TABULATING SWAPSHOP 
Data Processing Swapshop, Box 2069, 
New York 17, N. Y., announces its serv- 
ice for buying, selling and exchanging 
control panels and wires for IBM equip- 
ment. It also offers to exchange idle sur- 
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Here’s a line of U.S.E. Envelopes that 
seal without licking. When you close 
the flap you bring two pressure-sensi- 
tive surfaces together. They stick tight! 

Aside from any aesthetic virtues, 
Self-Seal Envelopes have many prac- 
tical advantages. They seal easily and 
quickly. They seal firmly and perma- 
nently. They seal instantly and easily 
over a bulgy surface. They are not 
affected by humidity. 

Available through your envelope 
supplier in regular Commercial, Off- 
cial and Social Correspondence sizes; 


in Single and Dubl-Grip® Self-“eal 
0-5 


Springfield 2, Massachusetts .. . 


“No, George, 

you don’t lick 
Self-Seal * 
Envelopes... 

Just press to seal” 


open side style for large, bulky mail 
matter, and in open end style for 
packaging. 

For a free sample and a copy of the 
U.S.E. Envelope Selector Chart, write 
to Advertising and Sales Promotion 
Department. 


Divisions from Coast to Coast 


‘ U.S.E. makes more envelopes for more people to use in more 
St ways than any other manufacturer in the world. Also Paper Cups, 
Transparent Containers and Linweave Quality Papers and Envelopes. 


For More Information Circle No. 253 
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Everythings the same... 


aodern -except 


BUSINESS FORMS MFG. CO- A Name! 


@ ) Bedinghaus 


© ) Business Forms 
COMPANY 


333 West Court Street 
Cincinnati 2, Ohio 











We have built a solid reputation as one of 
the leading independent lithographers of 
business forms. Now we are adopting our 
family name, in order to give better identity 
to our products. 


We deliver in days, not weeks... are large 
enough to produce economically . . . small 
enough to care. Tabulating or Snap Sets on 
eS NCR Paper or Carbon Interleaved. Wide 
FOLD OVER range of stock forms lithographed in blue 
(SR-1) ink on NCR paper. Trademarks, logos and 
photos, including tricky halftones, accurately 

reproduced. 


Write, Wire or Phone for Nome of the 
Friendly Bedinghaus Distributor Near You! 


BEDINGHAUS BUSINESS FORMS CO. 
a" an Phone: GA 1-7111 Telefax FBD 


For More Information Circle No. 271 
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plus equipment for needed accessory items 
or office equipment. Now a concern, lim- 
ited by budget from adding items needed 
by its tabulating department, may get 
them without additional expenditure sim- 
ply by swapping its surplus for the needed 
items. For More Information Circle No. 
199. 


MACHINE STAND 


Radger, Inc., La Crosse, Wis., announces 
the Model B850 Consolett office machine 
stand. Enclosed design provides roomy 


comfort and privacy for its user. Com- . ee : A ine 
pletely reinforced steel panel construction precision engineered to 
Write smoother, ci r 
nd longer, Insist on ALL- 
ae . that 


cially designed for 
hand’ g aneral 
offiee use. 


* Desk models with- 
out cap and clip, 
Four, ink colors: 
Blue, Bieck, Green 


Medium line pen 
= 29¢ each 

fine line 

39¢ each 








assures rigid stability for all office ma- ne 
chines. Concealed bar retracts ball bearing ce 3 
casters at the touch of a toe. Four ad- | | P 0TO c ' 
justable rubber feet level stand on all | ap oPY 9¢ each 
floors. Available in a choice of oven ; 
aes ' - , |  Reproduces on all types of 

baked enamel in gray, desert sage and mist Photo Copying Machines 
green. For More Information Circle No. * Retractable, refill- 
53 able pen ‘ 
153. | @ Four ink colors: 

black, red, blue 

and green 


RIBBON FABRIC 1 doz. boxes 


_ #185P-D 
Standard Products Corp., 21 West 18th Refills eABAe, 
St., New York 11, N. Y., is releasing a | 29¢each 
nylon typewriter ribbon fabric that makes | @ ‘ag 
possible extremely sharp impressions with 
promise of longer service. Though engi- 
neered primarily for use on electric type- 
writers, it performs very well on manual 
For More Information Circle No. 372 
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AN IMPORTANT 
ANNOUNCEMENT 


to the 2,517 Office readers 
who wrote to us about REAP 


SUPER STRONG, TRANSPARENT MYLAR’ 


“CLEER-ADHEER’ 


LAMINATE SHEETS AND ROLLS 


We are pleased to announce 
that “CLEER-ADHEER”® now has... 


e NEW...IMPROVED Backing that 
leaves no marks, lines, or score 
marks. Perfect transparency with 
every application. 


e NEW... IMPROVED Uses. Now use 
“CLEER-ADHEER’”® to protect and beautify 
photographs, art work, etc. as well 
as important documents. 


e NEW... IMPROVED Sizes. 

“CLEER-ADHEER’® is now available in 
convenient 4” x 5”,9”x 12, and roll 
stock. A perfect size for every use. 


e NEW... IMPROVED Packages 


2—9"x12” 24” roll 


also special sizes to order 
FOR A FREE SAMPLE 


return this coupon to: 
Chicago Desk Pad Co. 


1 4640 N. Oketo 
Chicago 31, Illinois 


7—4"x5" 








| Name 
| Company. 


Address 
City. 


For More Information Circle No. 373 
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machines. Because the fabric is free of 
lint, it eliminates type clogging. Its capil- 
lary system, used with high surface tension 
inks, contributes to uniform ink disper- 
sion through the life of the ribbon. This 
nylon fabric is claimed to function espe- 
cially well on hard platens for multiple 
copy work. The nylon un-inked ribbon 
is made by Standard Products Corp. from 
fabric provided by Burlington Industrial 
Fabrics Co. For More Information Circle 
No. 161. 


TABULATING FORMS 


American Lithofold Corp., 500 Bittner 
St., St. Louis 15, Mo., makes Flip-Fold 
marginal punched tabulating forms on 
carbonless paper which produces brilliant 
copies. Because neither deleaving nor dis- 
posal of carbon is required, there is 
no bursting or tearing cost. No pages can 
be mislaid or incorrectly assembled and 





correct sequence is built in on a continu- 
ous report, no matter how long. Fed 
through a printer with decollator, Flip- 
Fold sets emerge separately, ready for 
binding. All parts except the last are 
made from carbonized paper. Folding 
keeps all carbon surfaces concealed so 
carbon never touches the user’s hands 
and reports stay clean. Non-carbonized 
punched margins also prevent smudged 
hands and fingerprints. Flip-Fold, de- 
signed especially for use where finished 
work can remain in continuous strips, 
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“Tl hate to admit it... 


bul since our 
new Thomas, collating 
is almost fun.” 


Next to a run in my new nylons 
... nothing annoyed me more than 
getting stuck with the dreary job 
of walking around a table gather- 
ing duplicated pages into sets. 


With our new Thomas Collator— 
what a difference! In a matter of 
minutes, I can do what used to take 
me hours .. . faster, easier and 
without even moving from my chair. 


If the girls in your office suffer 
from collating blues, why not write 
the people at Thomas for complete 
information. If you’re like my boss 
and me... you'll be glad you did. 


Thomas Collators Inc. 
100 Church St., Dept. B, N. Y., N. Y. 


For More Information Circle No. 244 





One of the wavs 


Marvelous Friden 


JUSTO 


ean do your business 


L\ pesets (with justified margins) 





al big savings 











Retail 
Wentory il 
ethod 


rid 
HiGey 

(*bulletins, manuals, price lists, booklets, direc- 

FRIDEN SILVER ANNIVERSARY 1934-1959 tories, catalogs, direct mail literature, house organs) 


For More Information Circle No. 267 
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permits full view of two pages at a time, 
helpful on long reports. For example: a 
fold or single page 8'2” deep can be 
viewed as the upper half of a 17” page. 
A single heading at the top can serve 
both pages for simplified reading, or each 
page can have a conventional heading. 
Forms can be made ir sizes to suit any 
tab needs, without carbon backing if de- 
sired. Handy, easy binding utilizes the top 
marginal punch at each side of a report. 
Binders are available in all price and 
quality ranges. For sample sets of Flip- 
Fold, Circle No. 185. 


OFFSET ACCESSORY 


Hampton Processes, Inc., Newton, N. J., 
announces the Ostwald Flexiguide, . de- 
signed to reduce paper waste and increase 
operator efficiency. The Flexiguide fits over 
the stack bar on 1250, 1275 and 2066 
Multiliths to act as a back paper guide. 


A built-in spring mechanism allows the 
operator to flip the Flexiguide upward to 
insert extra paper. Unit also prevents acci- 
dental damage to paper platform by 
swinging upward when contact is made 
with platform. The operator can get as 
much as an extra ream of paper on the 
platform at the start of a run, thereby 
increasing elevator capacities. After load- 
ing the normal capacity of paper and in- 
stead of hand-cranking the elevator up a 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptunth 
PAPER DRILL 


ONLY 


198° 


A price where 
most bench 
models begin, 











Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 374 
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“We needed 
a good catalog 


... but we couldn't afford it” 


No need to do without illustrated catalogs, attractive sales folders, 
mailers, reprints, letterheads—just because of the high cost of “outside” 
printing. With the Rex-Rotary D-280 it’s easy to turn out professional 
printing right in your office! 


Prints photos...any size type...any type illustration—in black... 
in colors. Anyone can operate the Rex-Rorary, for it prints auto- 
matically (stops automatically, too). It’s fast...easy...clean (sealed 
ink cartridges prevent messy fingertips! ). Unique ink control assures 
uniform printing on every page. And note: at the touch of a lever, 
letter-size stencils print without masking (a Rex-Rorary exclusive). 

You’ll also want to know 
about the amazing ELECTRO- 
Rex...the automatic stencil- 
maker that cuts stencils 
electronically! At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- 
pings, photos, drawings—ex- 
actly like the original. 


the OFFICE printing press 


For full information, or dem- 


onstration, send coupon. REX = ROTARY 
ee A ee OS a a eo ee St a 
Rex-Rotary Distributing Corporation * 387 Fourth Avenue, New York 16, N. Y. » MU 4-5405 


[_] send me detailed literature 


| am interested in office printing. Please 
P . ("] arrange to show me a demonstration 


Firn 


For More Information Circle No. 290 
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few inches to the suction cups, operator keeping machines developed by the firm 
flips up the unit and inserts paper to fill over the last four years. Designed to 
the gap, cutting press downtime by giving streamline bookkeeping operations ranging 
longer runs between paper changes. To from accounts receivable and payable to 
cut paper waste, guide unit pops up auto- 

matically if paper is improperly positioned 

on elevator. It is possible to add or re- 

move paper while the press is in opera- 

tion. To add usable paper when paper 

supply is low and there is danger of run- 

ning short, operator flips the Flexiguide 

up while press is running and slides extra 

paper under the top seven or eight sheets. 

Also, the unit acts as a cushion guide 

and gives with minor paper size variation. 

For More Information Circle No. 140. 


BOOKKEEPING MACHINE 


Burroughs Corp., Detroit 32, Mich., 
makes the P612 compact desk model book- 
keeping machine designed to handle a 
variety of bookkeeping tasks and put highly :, , , 
automatic mechanized accounting within billing and report writing, the P612 in- 
reach of small business. The machine is cludes several automatic features formerly 
available for sale or lease and the latest available only in larger, more expensive 
in a series of eight low cost electric book- machines. It is priced in line with Bur- 





—— 
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“Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
even at quitting time). She'll tell you what nice copies she 
gets, how clean they are. And she’ll be equally enthusiastic 
over Grip-N-Pull’s other features— automatic warning of last 
typing lines, automatic rotation, automatic alignment 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 





Attach to letterhead and mail to 
Kee Lox Manufacturing Company 


a a Department O 69, Rochester 1, New York 
Preise Send free samples of Grip-N-Pull t 
KEE lox, MANUFACTURING COMPANY : — P - 
CARBON PAPERS AND INKED RIBBONS NAME 


Sold through KEE-LOX branches and 


ADDRESS 
selected independent stationers 








For More Information Circle No. 375 
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TELL YOUR STORY 
5 WAys... 


© Paper Pad Presentations © Blackboard Chalktalks | 
@ Flip Chart Presentations @ Card Chart Speeches 
@ Flannelboard Demonstrations 


} tems, 


roughs’ policy of providing plus features 
at no extra cost. The machine’s flexibility 
will permit drug stores, parts distributors, 
motels, dental and medical clinics, fuel 
dealers, groceries and all other small busi- 
nesses to switch to mechanized accounting 
without revising their bookkeeping sys- 
For More Information Circle No. 
141. 


DISPLAY LETTERING 
Stik-a-letter Co., Rt. 2, Box 286, Escon- 


| dido, Calif., offers a product which enables 
| the user to produce finished lettering, easily 


) , | 


Easel, used as chalkboard 
—folds in a jiffy. Light- 
weight, easily carried 
in case. 








Hinged clamp 
holds pad for 
effective pad and 
crayon 
presentation. 








5 
ARLINGTON 5-WAY $450 
PRESENTATION EASEL ,..~,... 


Complete with hinged clamp chalkboard, chalk, 
eraser. 
Four paper pads 
Flannelboard accessory 
Carrying case 


ARLINGTON 


ALUMINUM COMPANY 
19007 W. Davison. °* 


12.50 


Detroit 23, Michigan 
For More Information Circle No. 376 
194 





| charts 
| samples, Circle No. 178. 


and economically. Two type faces, Benton 
Bold and Lawrence Condensed, are each 
available in two sizes and a choice of 
seven colors. Characters in each set are 


| packaged in 71 miniature indexed folders, 
| and 


include caps, lower case, numerals 
and punctuation marks. Quantities of 
each character vary with their frequency 
of occurrence. Used for lettering TV com- 
mercials, film titles, presentations, slides, 
and posters. For literature and 


SPIRIT TABULATING FORMS 


Colonial Carbon Co., Skokie, IIl., spe- 
cialists in the manufacture of spirit car- 
bon and master units, makes spirit mar- 
ginal punched continuous forms for tabu- 
lator and Teletype installations. Several 
grades of spirit carbon are stocked for 
prompt shipment in the most popular 
sizes. Forms may be plain, kiss-printed, 
or die-impress printed, as required. Also 
announced is a water-insoluble blue in- 
tense stainless spirit carbon and master 


THe Orrice—June, 1959 





Why use separate adding and calculating machines when now, you can do 
all your addition, subtraction and multiplication on one? 

It’s the all-new PLUS-O-MATIC Duplex Electric Adding Calculator, with 
“The Magic Multiplier," the one calculator for 95% of all office figure 
work, 


*The Magic Multiplier 

is an Exclusive feature 

of the new PLUS-O-MATIC 
Duplex Electric 

Adding Calculator. 


Faster because it eliminates thousands of key depressions. 

More Accurate because all work-results are constantly in view. 

Easy to: Operate because it’s so simple. Anyone can use Plus-O-Matic. 

Ask fora demonstration. You'll agree that PLUS-O-MATIC’S Magic, Plus! 


PLUS!) Computing Machines Division 
Y 5 Jeekman Street 
J @ = REctor 2-0045 
Representatives in Principal Cities 


For More Information Circle No. 291 
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unit identified as grade P-254. This spirit 
carbon is extremely clean to handle since 
moisture in the hands will not attract the 
dye. Any smudges on clothes or hands 
can be easily removed with soap and 
water. No bleaching, special hand clean- 
ers or expensive cleaning bills are neces- 
sary when using P-254 water-insoluble 
spirit carbon. For More Information Circle 
No. 115. 


BALLPENS 

Venus Pen & Pencil Corp., Lewisburg, 
Tenn., now puts clips and caps on five 
models of its popular line of Ball Pen-cils. 
Clip-and-cap models, for pocket or purse, 
now are available on Venus Double-Duty 
Ball Pen-cils with medium point (retails 
39c); Venus Ball Pen-cils for Auditors and 
Venus Ball Pen-cils for Stenographers 
(both retail for 49c). These also feature 
the elongated Vanguard Point and long- 
writing Camel Cartridge and are available 
with blue, red, green or black ink. For 
More Information Circle No. 203. 


MOISTENERS 
E. W. Pike & Co., 577 Pennsylvania 
Ave., Elizabeth, N. J., makes Better 
Moisteners for envelopes, stamps and 
labels, in new color schemes at reduced 
prices. Covers of the restyled line are 


available in a choice of bronze or satin- 
silver finish, and retain cold-rolled steel 
construction. Porcelain base of the model 
3A is available in tan beige, office gray 
or black glossy baked enamel. Cast iron 
base of the Model 3C is made with gray 





_ RECTANGULAR 
—osmmmeg WASTEBASKETS 


No. 2957. Size: 20° high. Colors 
Lt. grey, white, tan, mahogany. 
List: $4.98 

No. 2956.Size: 15%” high. Colors 
Lt. grey, office grey or green, 
beige, walnut, white, mahog- 
any. List: $3.49 

No. 2955. Size: 12% * high. Same 
colors as No. 2956. List: $1.98 





ree 





Ridblberamuid. wastebaskets 


Unbreakable e Rust-proof e Noiseless e Won’t mar furniture or floors 
Heavy-duty for long-life e Wipe clean with damp cloth 





Decorator colors also available 


Choose from a complete line of sizes, colors, styles, prices 
Contact your Stationery Dealer NOW or write to: 


—— RUBBERMAID INC. ——— [7 


Commercial Division « Wooster, Ohio 


ROUND 
WASTEBASKETS 


No. 2942. Size:14%” high. Colors 
Lt. grey, office grey or green, 
beige, walnut, white, tan. 
List: $2.98 

No. 2941. Size: 11% ” high. Same 
colors as No. 2942. List: $1.98 

No. 2940. Size: 10%° high 
Colors: Lt. grey, tan, white 
List: $1.19 


e } 
a 








For More tnformation Circle No. 377 
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Records Management Institute study shows 


“Rotary files most efficient for active records.” 


It’s time to sit up and take notice when one of the leading inde- 
pendent experts on business automation finds that one filing 
method is best. Arthur Barcan, Executive Director, Records 
Management Institute, says, ‘We have conducted studies for 
leading companies throughout the country. We find beyond a 
shadow of a doubt that rotary card files are most efficient for 
records that are actively processed, filed and searched.” 

Just as rotary files are superior to other filing methods, Mosler 
Revo-File is superior to other rotaries. It cuts reference time to 
1% seconds, more than doubles the number of cards each clerk 
can handle, takes up one-fifth the floor space of other systems. 
The convenient height and easy mobility of Revo-File lets clerks 
use it at the desk, saves time and trouble. 

Find out about Revo-File’s place in your office. Mail this coupon. 


THE MOSLER SAFE CO. 


Revo-File Systems Division, 320 Fifth Avenue, New York 1, N.Y. ae ee ee ee 


For More information Circle No. 335 


The Mosle 
Dept 0-659, 


COMPANY 


OPP Y cone ZONE 





or black wrinkle finish. Retail price of the 
3A is $3.95; the 3C is $4.50. Since all 
covers are interchangeable with all bases, 
the line now offers a choice of color 
schemes to complement any office decor. 
For More Information Circle No. 144. 


COVER PAPER 
Eastern Fine Paper & Pulp Div., Stand- 
ard Packaging Corp., Bangor, Me., an- 
nounces Atlantic Opaque Cover, a com- 


Tae iy es We 


‘\ 


, 
(4 
@ 





panion sheet to Atlantic Opaque. The 
brilliant white of Atlantic Opaque Cover is 
a perfect match to Atlantic Opaque. This 
fine textured cover paper has a balanced 
formation, with the qualities for fine 
process color reproduction. For added 
character to printed pieces, Atlantic 
Opaque Cover is available in two distinc- 
tive finishes, the newly developed Suede 
finish and the rich, dignified Deep Etch 
finish, in Subs. 65 and 80. For More Infor- 
mation Circle No. 227. 


General Ribbon 
Corp., Box 48, 
14542 Sylvan St., 
Van Nuys,: Calif., 
offers a self-service 
counter display 
which allows cus- 
tomers to make 
their own selec- 
tions from 16 la- 





i 
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PRINTING PRESS FOR SHORT RUNS...CUTS BILLS— 
SAVES TIME—LETS YOU CHANGE TYPE IN SECONDS 


PRINT ON paper, cardboard, polyethylene bags or any other 
material. Use either Base-Lock type and set your own copy or 
order complete Base-Lock logotypes ready to attach and print. 
Your trademark can also be made to order on Base-Lock princi- 
ple. Easily adjustable two way guide assures perfect alignment. 
Each printing impression is clean, clear and sharp. 

Each press includes dry ink pad, ink distributor and nickel plated clips. 


MFG. CO., INC. 
227 FULTON STREET 
NEW YORK 7, N. Y. 
COrtiandt 7-5712 


| KRENGEL 


beled sections, each 
holding seven boxes 
for a total capacity 
of 112 typewriter 
and adding ma- 
chine ribbons. The 
revolving display 
is 21” high and 10” 
in diameter. For 
More Information 
Circle No. 208. 


For More Information Circle No. 378 
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THE OFFICE 





The Olivetti Multisumma 22 Add- 
ing-Multiplying Machine, newest 
addition to the Olivetti line, is now 
available through Olivetti dealers. A 
high-speed (220 cycles) machine, the 
Multisumma 22 features a unique, 
simplified method of multiplying, 
and has other exclusive advantages. 
We believe it is the best buy on the 
market, and would like to show you 








June, 1959 





why, on your own work, at your con- 
venience. For a demonstration, or 
for information, call your Olivetti 
dealer or write to the address below. 





Clivetti, world’s largest manufacturer of 
printing calculators, offers 14 Olivetti figure- 
work machines and typewriters through 
dealers in every city. Among them, you will 
probably find one to fit your particular 
needs as if custom-made. For the name of 
your nearest franchised Olivetti dealer, 
write to Olivetti Corporation of America, 
375 Park Avenue, New York 22, New York. 


For More Information Circle No, 252 





PROBLEMS 
SOLVED 


3 PHONE 


1. Safeguarding privacy. 
2. Quieting the office. 


3. Better hearine—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature. 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 











For More Information Circle No. 379 


Pro-Forms 


Gal Friday” system 


for precision presentation of 


keypunch folate ManA-1 ahi ying instructions 


to your gals in the keypunch section 


love YOU for this 


they | 


THE PRO-FORMS COMPANY 


P.O. Box 715, San Francisco 1, California 


For More Information Circle No. 380 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 


For fast, accurate 

typing §=of bottom 

line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 
280 Main St.. Woreester 2. Mass. 
For More Information Circle No. 381 


MSAVE $ SAVE $ SAVE® 
™ Lowest Cost Duplicating Service MAGI-COPY 
@ Office Copy Machine Owners! Photostat 
= Users! Need 3—5—6—10—15—20—25—50 
= —100 copies? Low as 7c per 
fe machine to buy—we do it all. Just send us 
= what you want copied, we do the rest. Mail 
Write FREE 
@ price list and information 


copy. No 


|!) | 


||) 


== orders welcome or call for 


ALFRED MOSSNER COMPANY 
108 W. Lake St. Chicago 1, Illinois 
Phone: FRanklin 2-8600 


1)! 


For More Information Circle No. 382 
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RUBBER STAMP PRESS 


Berkroy Products Co., 1171 East 32nd 
St., Los Angeles 11, Calif., announces the 
low priced Berkroy Rubber Stamp Press 
which is easy to operate. It has a built-in 
timer, heat indicator and _ thermostatic 
control for simple two-step operation. 
Press measures only 8” x 9” x 10”, weighs 


75 lbs. and operates on 110-volt AC. The 
case is all steel with heavy-duty steel 
frame construction and solid aluminum 
platens. Finish is attractive, long life, heat 
resistant, black crackle paint. Built to give 
years of trouble-free service. For More 
Information Circle No. 188. 


CHALK & BULLETIN BOARDS 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas 3, Texas, has completely rede- 
signed and enlarged its line of Stempco 
Chalkboards and Bulletin Boards. All the 


wood framed chalkboards and_ bulletin 
boards are improved in appearance with 
moulded, clear finished hardwood frames. 
Chalkboard writing surfaces are velvety 
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smooth, in black or green. Bulletin boards 
are a specially suitable composition which 
takes thumb tacks easily and has good 
closure qualities when tacks are removed. 
Completely new in the line is a series of 
cork-faced bulletin boards in several sizes 
ranging from 18” x 24” to 36” x 48”, with 
moulded, clear finished hardwood frames. 
For an illustrated brochure presenting the 
entire line, Circle No. 118. 


TELEPHONE HOLDER 


Ray-Dex Products, 1830 S. Robertson 
Blvd., Los Angeles 35, Calif., offers the 
Ray-Dex telephone shoulder rest which 
allows the user to talk on the phone while 
both hands are free. The Ray-Dex is ad- 
justable to hoJd the phone up at speaking 


level so the user does not have to kink his 
shoulder or bury his chin in his chest. A 
Du Pont Neoprene sling fits itself to user’s 
shoulder contour for slip-proof traction, 
lightens the weight of the phone and keeps 
mouthpiece within correct speaking range. 
For More Information Circle No. 149. 


RUBBER FLOOR MATTING 


Buxbaum Co., Canton 1, Ohio, makes 
Cord-Tex heavy duty matting, deep- 
molded of live resilient rubber thoroughly 
impregnated with the kind of cord used in 
truck tires. The matting’s texture has the 
three-dimensional look of carpeting and 
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your darkroom 


with a “Hf 


MILLER-TROJAN “DUSTROYER” 


Keeps your darkroom absolutely free of 
dust by filtering out all impurities from 
incoming air—and by pressurizing 
dust will not enter when door is opened. 
Louvered grids let you direct air up, down, 
right or left. Delivers 275 C.F.M., expels 
all odors from room. Costs little to operate 


can be installed anywhere ONLY $63.40 
Write today for free literature 


MILLER-TROJAN, INC., Troy, Ohio 


For More Information Circle No. 383 


room so 





“Common Sense” 
for Travel Expense 


FIRST In 
the field, 
LEADER 
in Sales 


Weekly & 
Monthly 
Books, 

Weekly 
Sheets 


==) 


Wat Enteg = 


weAcHs 
COMMON SENSE 


@ Use BEACH’S - 
sturdy, complete and 
convenient . . . BEST 
way to keep uniform, 
permanent records 
vital for taxes today. 








At Stationers, or Write 
BEACH PUBLISHING 


CO. 19829 W. McNichols Rd., Detroit 19, Mich. 


For More Information Circle No. 384 
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provides sure footing, while helping reduce 
maintenance time and costs. Cord-Tex is 
reversible, the backing having corrugated 
texture. For extra durability, the corru- 
gated texture is molded perpendicularly to 


ACOUSTICAL PAINT 
Acoustic Chemical Corp., 500 Fifth 
Ave., New York 36, N. Y., makes Acoustex 
paint coating which reduces the noise 
level in a room when applied to walls and 


This 


alkyd-latex 


ceiling. brush-applied, 


the texture on the opposite side. Designed 
i base paint contains sound absorbing 


for heavy foot traffic areas such as in 
offices, schools, stores, etc., Cord-Tex is granules, and a gallon covers 150 sq. ft. 
available in black in 25 and 50-yd. rolls, It is odorless and dries in three hours. 
27” wide. Also available are stair treads Brushes can be cleaned after use with 
to match. For More Information Circle ordinary water. Acoustex comes in ten 
No. 132. decorator colors and is fire retardant. It 


DATERS li 


for SMALL 
and LARGE 


4 


> 


: “ x = 
SPACES costs $8.70 a gal. 
in the East. For 


More Information 
Circle No. 171. 

WATERCOOLER 
Temprite Prod- 
ucts Corp.,  Bir- 
mingham, Mich 


| gt Fe 


JAN 23°57 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures 
are easy to see. 

Write for Catalog 


WM. A. & CO., Incorporated 
ae 216 Nichols Ave 
ay” Brooklyn 8, N.Y 


Sales Offices’ NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL 


d 


makes the Wall- 
Temp WT-13 
watercooler that 
mounts flush. 

For More Information Circle No. 385 
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the wall and off the floor. Plumbing is 
within the cooler cabinet. At normal 40” 
‘ bubbler-to-floor mounting height, there is 
17” clearance from the bottom of the 
cooler to the floor for ease of floor main- 
tenance at the unit, which also can be 
mounted lower to accommodate children. 
Unit measure 1534” wide, 13” deep at top, 
9” deep at bottom. Overall height is 24”. 
It delivers 13 g.p.h. of 50° water at 
standard ratings. Location of bubbler 814” 
from wall provides ample head room 
while drinking. Stainless steel drain basin 
is 3” below top of back ledge. Condensing 
unit is 1/5 hp fan cooled. Finish is mist 
gray. For More Information Circle No. 
130. 


ADDING MACHINE 
Pearl Engraving Corp., 29 E. 19th St., 
New York 3, N. Y., offers the Sumit 
Adder, with finger scoop control, that 
adds, subtracts and multiplies to 999,- 
999.99. This portable unit, with two-year 
warranty, weighs 3 lbs., is simple to op- 


erate and is described as ideal as an 
auxiliary adding machine. Scoop control 
fingering permits fast, accurate calculat- 
ing without the use of a stylus. Machine 
is 7” x 5” x 6”, constructed of durable 
metal housing and plastic parts. Case in 
horizon blue. Price $18.95. For More 
Information Circle No. 197. 
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@ We Buy, Sell, and Exchange 
Control Panels & Wires For IBM 
Machines. 

@ lLet’s take that idle surplus and 
swap it for useful Tab Acces- 
sories and Office Equipment 
items. 

@ Send us your surplus list for 
elUrohiehatelam 
DATA PROCESSING SWAPSHOP 


P.O.BOX 2069, GRAND CENTRAL STATION 
NEW YORK 17, N, Y. 


_For More Information Circle No. 386 





TO MEN WHO HOLD 

RESPONSIBLE POSITIONS 

AND WANT TO FORGE AHEAD 
You can improve your methods for order- 
ing work, getting action and controlling 
results by keeping informed on systems 
trends and techniques. SYSTEMATION, 
a new service by a 42 year old company, 
keeps you alert—makes you a better man- 
ager. We can name hundreds of companies 
now buying for executives. Costs $20. per 
year. But you can buy a 3 months trial 
for $5. with cancellation privilege. Act 
today. Send order or check to: 
SYSTEMATION, Div. of Ross-Martin Company 

Dept, A-769, Box 800, Tulsa 1, Oklahoma 








For More Information Circle No. 387 








RIBBONS 


for 


High Speed Printers 
H. M. STORMS COMPANY 


561 GRAND AVE., BROOKLYN 38, N. Y. 





or More Information Circle No. 


. . the small press 
accessory to 
* cut paper waste 
* increase efficiency 
* allow closer quality 
control 
Paper guide has 
dual spring mech- 
anism allows 
operator to add or 
remove paper dur- 
ing run increases 
paper load. Fits 
1250, 1275, & 2066 
Multiliths 


HAMPTON PROCESSES, INC. 
Newton + New Jersey 


For More Information Circle No. 389 
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Provides accurate and legible pay- 
roll records with one writing 

All payroll information in one 
place, easily stored or carried 
Locked to keep payroll records 
confidential 

Easy to understand — simple to 
operate 


mation 


@ Uses standard low-cost forms 


e Low initial expense —no mainte- 
nance 


FOR COMPLETE DETAILS, write 
LeFEBURE CORPORATION, Cedar Rapids, lowe 
or ask your nearest LeFebure representative 


For More Information Circle No. 306 


7 Reducing Noise of Business Machines is } SOUND | Business with 


ACOUSTORS 


@ Reduce the harsh metallic machine noise by 50% 
or more. 








Make for less fatigue. 


Increase efficiency and accuracy. 


Ease the strain on eyes, ears, and nerves. 


Provide modern, cool, shadow-free, and vibration- 
less Fluorescent lighting. 


Provide semi-private office effect for the machine 
operator. 


@ Add beauty, as well as efficiency to your offices. 


No Other Method of Noise Controt Has Proved So Successful or Economical 





THE Original CABINETS FOR NOISE REDUCTION TREATMENT OF OFFICE MACHINES. 








YY WATKINS-INDUSTRIES strc oy. 


For More Information Circle No. 307 
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ADHESIVE PAPERS 


Nashua Corp., Dept. O, Nashua, N. H., 
offers a sample book of all grades and 
colors of their new Davac adhesive label 
papers with outstanding non-curl qualities. 


ee 


DAWTAS 


LABEL 
; PAPERS 








Included in the folder is useful informa- 
tion on manufacturing widths, base stock 
grades, packing, rolls, shipping tolerances, 
and outstanding characteristics of the 
product. For this folder, Circle No. 201. 


AUTOMATED SYSTEMS 

Royal McBee Corp., Data Processing 
Div., Port Chester, N. Y., offers a bro 
chure, “New Concepts in Practical Auto 
mation and Electronic Computers,” which 
features the Automatic Keysort System 
for data processing. Original records are 
used without transfer of data to other unit 
cards or tape. The system provides both 
mechanical marginal sorting to classifica- 
tions and internal coding of quantities and 
amounts, as a by-product of establishing 
accounting controls. Inner coding later 
makes possible automatic tabulations of 
various classifications. The LGP-30 Elec- 


THe Orrice—June, 1959 


tronic Computer is illustrated with a pre- 
sentation of its characteristics and capaci- 
ties. Also illustrated and described are the 
General Records Poster, Royal McBee 
specialized binders and the McBee Bind- 
ing Machine for on-the-premise binding 
of records. For the brochure, Circle No. 
165. 


DIRECT MAIL 


Pitney-Bowes, Inc., Stamford, Conn., 
offers a 32-page booklet, “How to Use 
Direct Mail to Promote Your Business,” 
described by the company as “an ideal 
primer for those who have wished to use 
direct mail, but never knew quite how to 
get started.” Although written primarily 
for the small firm, the booklet offers hints 


HOW TO USF 


St. tut s WiLEES 
TO PROMOTE YOUR @USIN Ram 


based on the 
company’s knowledge of mailing methods, 
and its long experience with direct mail 
advertising. Chapter subjects include: Who 


for all direct mail users, 


uses direct mail? What direct mail has 
done for others; How to put direct mail to 
work for you; What to mail... and when 
to mail it! and Tips for getting better 
readership. For this booklet, Circle No. 
205. 





YOUR LOCAL FORMS, 
DEALER CAN GIVE 
YOU ALMOST ANY 
TABULATING FORM 

IN 72 HOURS 


DEALERS IN MOST CITIES 


CONTINUOUS FORMS, INC. 


TE mete 1~9080 
4490 CASS AVENUE DETROIT 2, MICH. 


For More Information Circle No. 418 


PLAIN-VU 
INSTANT SELF- LAMINATING 


Y 
PLASTIC SHEETS 


PERMANENTLY PRESERVE AND PROTECT 
* IMPORTANT PAPERS 
* ADVERTISING MATERIALS © SIGNS 
* DOCUMENTS * DRAWINGS © CERTIFICATES 
* PHOTOS * CARDS AND PASSES © LICENSES 


WITHOUT NEED FOR MACHINES, CHEMICALS OR HEAT 
You can actually imbed any flat object of 
any paper, board or fibre composition in 
clear, flexible plastic for permanent protec- 
tion against moisture, wear and grime. 
Protect, preserve and beautify for oa life- 
time. Available in a wide range of sizes. 
Write for free brochure. 
PLAIN-VU, THE CARR CORP., Dept. A-6 

3407 Prospect Avenue « Cleveland 15, Ohio 


For More Information Circle No. 424 
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OFFICE COPYING 


Peerless Photo Products, Inc., Shore- 
ham, N. Y., offers an up-dated edition of 
“Office Copy Machines and How to 
Choose the One to Suit Your Needs.” 
Describing the main features of the six 
different office photocopy processes in 
general use including the monobath and 
Quick Silver processes as well as diazo, 
dye-transfer, infrared, and silver-transfer 
processes, the bulletin points out the rela- 
tive merits of each method with respect to 
print quality, speed, convenience, and 
economy of operation. It recommends the 
best process to use for specific copying 
problems, such as handling a wide variety 
of originals, applications where speed is of 
paramount importance, or where it is 
desired to make multiple copies from the 
same original. For a copy Circle No. 175. 


TYPEWRITER 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., highlights the importance of type- 
writer selection both to the executive and 
his secretary in an_ illustrated folder 
dealing primarily with the manual Stand- 
ard machine. For distinctive correspond- 
ence, the Standard allows selection of more 
than 100 executive type styles, as well as 
many letterhead-harmonizing ribbons. In- 
terchangeable type transforms this ma- 
chine into a multipurpose unit. Optional 
symbols are available in 18 categories, 
from shipping to astronomy, and the typ- 
ist can make her own type changes. 


METAL FURNITURE 


Borroughs Mfg. Co., 3010 N. Burdick 
St., Kalamazoo, Mich., has published a 
colorful, 24-page illustrated price list of its 
entire line of metal office furniture com- 
prising bookcases, cabinets, library shelv- 
ing, wrap racks and check racks. It illus- 
trates and describes in detail every product 
in the line, including all accessories and 
special features, and lists the retail price 
of each item. For this attractively plastic- 
bound price list, Circle No. 179. 
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USES FOR PAPER 


Mead Corp., 118 West Ist St., Dayton 
2, Ohio, reveals practical ideas for revo- 
lutionary uses of paper and paper products 
in “The World of Mead,” a 36-page book- 
let that dramatizes the role of paper and 
its diversified uses. The full-color pictorial 
folio discusses many new advances in 
paper technology, including its uses in 
missiles and satelites and ceramic fiber 
papers that withstand sustained tempera- 
tures of 2000°F. It is the importance of 
this diversification of use, the increased 
reliance on paper in countless phases of 
modern life that keys the booklet. Mead, 
one of the nation’s largest paper com- 
panies, offers a free copy of this attractive 
and interesting booklet to readers who 
request it on their business letterhead. 


SALES AIDS 
Elbe File & Binder Co., 649 Alden St., 
Fall River, Mass., has published an 82- 
page, 11” x 8%”, plastic bound, binder 
and sales presentation planning aid, to 


celebrate its 50th anniversary. This com- 
prehensive report explains the purpose, 
use, and construction of various sales pro- 
motion tools. There are sections dealing 





with sales proposals and presentation 
covers, product display kits, sample and 
style books, advertising novelties, business 
gifts, merchandising aids; 28 do’s and 
don’ts in loose leaf planning; a selector 





without touching inky plates. 
clean. 
small, medium or large—old 
holding stub-section plates. 

Don't make plate stripping a chore. 
date, from day to day, 
Quik-Stripper, Jr. Sold on 5-day approval. 
with details. Write Addressing Machine Co. 
Mission St., San Francisco 5, Calif. 


The Quik-Stripper, Jr. 


REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 


Strip plates and cards from frames quickly with this handy tool 
Saves finger nails and keeps hands 
The Quik-Stripper, Jr., works with any kind of frame: 
style or new style—even frames 


Keep your work up to 
by equipping each operator with a 
Send for circular 
of Calif., 667 
YUkon 2-2130. 





For More Information Circle No. 390 











Ay, 


Sem) L. M. BICKETT CO. 


Dept. O-559, 
WATERTOWN, WIS. 
Send coupon for FREE beautiful 


colored literature in reply form 
INQUIRIES INVITED 


Name 
Address 
City 


State 








More Information Circle No. 391 
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guide for 50 basic binders; 21 poputar 
cover design processes; explanation of 
binder mechanisms; selection guides for 
paper stocks, acetate and mylar sheet pro- 
tectors, indexes; ten pages dealing solely 
with specific ideas for sales promotions 
used by leading firms. Available to all 
executives requesting a copy on their com- 
pany letterhead. Send 50c to cover cost of 
handling and shipping. Ask for Book R63. 


OFFICE ACCESSORIES 
Chicago Desk Pad Co., 4640 N. Oketo 
Ave., Chicago 31, Ill., offers three com- 
pletely illustrated catalogs that feature 
many new items. 


The 20-page desk pad 


and accessory catalog features desk 
sets, including one with a beautiful overlay 
leather pattern; padded telephone book 
covers, imprinted Doodle Pads, desk pads, 


desk accessories. 
The 12-page acetate-mylar catalog fea- 
tures improved Cleer-Adheer, the do-it- 
yourself mylar laminate product which 
Chicago Desk Pad Co. introduced. Other 
items featured are: pressure sensitive 
badges, display portfolios, sales kits, shop 
ticket holders, and double coated indus- 
trial tape. This catalog also contains in- 
formation on acetate and mylar sheet pro- 
tectors, tabbed sheet protectors, book 
covers, Magazine covers, menu covers, card 
holders, display kits, binders and sheet and 
roll acetate or mylar. The 4-page chair 
cushion catalog features several styles and 
in chair cushions. For free copies 
of these catalogs, Circle No. 195. 


work distributors and 


colors 


OFFICE COPYING 

Copease Corp., Box O-6, 425 Park Ave., 
New York 22, N. Y., has prepared an 
eight-page guide for the selection of office 
copying machines titled, “The Truth About 
Office Copying Machines.” The booklet 
analyzes the principal reasons for the 
growing use of copying equipment and 
explains the various types of machines on 
the market, with comparative cost, speed, 
ease of operation and limitations of copy- 
ing equipment in relation to specific copy- 
ing requirements. Several graphs and 
charts indicate typical cost savings in 
offices through use of proper copying 





NO FUSS— NO MESS 


When you use 


LINOLEUM 


sample or first order 


supply of Scott 
2-ply wipers with 


Han eT 10 


DESK 


TINCCUATEEN 
™ Desk Top Cleaner 


7 Easy to apply. Pour it on — Wipe it off. 


Jj LOOK BRAND NEW IN 2 MINUTES! 
WM "fA 
ie x h Ul 


Contains magic miracle compound that penetrates 
stubborn grit and grime. Brings back original finish. 


1 Pint—$1.25 Doz. Pints—$12 


(WEST COAST SLIGHTLY HIGHER) 


Order today. Money back guarantee. 


WIEMER’S, Inc. 


70 Vernon Street ¢ Bridgeport, Conn. J 








For More Information Circle No. 392 
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equipment. For example, it is estimated 
that a firm making an average of five 
copies per day of any paperwork can save 
over $300 a year and approximately 275 
manhours with the right copying machine 
rather than have typists copying work. In 
larger offices, where as many as 50 copies 
of various originals are required daily, a 
copying machine can provide net savings 
of about $4300 and close to 2800 man- 
hours. In addition to serving as an aid in 
purchasing copying equipment, the booklet 
is aimed at offices employing copying 
machines that may be unsuited for their 
specific needs, the company states. Cop- 
ease Duplex, Cameo and Book Copier 
machines produce perfect, photo-exact 
copies, under any lighting conditions, of 
any original, whether printed, written or 
drawn, in ink, pencil or crayon, on colored 
or Opaque paper, or paper printed on both 
sides. For the booklet, Circle No. 202. 


CABINETS 


K. F. Cline Co., Dickson, Tenn., has 
published an eight-page catalog covering 
its full line of cabinets. First two pages 
of the catalog pinpoint the quality con- 
struction and design features offered by 


— 2 2 8 
CABINETS 


Cline’s contemporary multipurpose cabi- 
nets. Balance of the booklet illustrates the 
advantages of systematic supply and stor- 
age space offered by Cline’s storage, ward- 
robe and combination cabinets. Also 
shown are various methods of installing 
cabinets in the office, school and hospital 
to gain full efficiency of space around 
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You Get Things Done With 
Boardmaster Visual Control 


wouooOUEL 
OO a es coy 


vy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 
Simple to operate — Type or Write on 
Cards, Snap in Grooves 

Jy Ideal for Production, 
Scheduling, Sales, Etc. 

¢ Made of Metal. Compact and Attractive. 
Over 350,000 in Use 


50 
Complete price $49 
24-PAGE BOOKLET NO. F-400 


FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Traffic, 


Inventory, 


including cards 














/ | 55 West 42nd Street © New York 36, N. Y. 
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UTILITY KNIFE 


a“ #112 
$1.50 each 
with six blades 
A real he-man tool for open- 
ing boxes, cutting heavy cardboard or 
paper. Double-edged blade is retractable. Write today 
for free, illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 
Ridge Road East, Webster, N. Y. 
For More Information Circle No. 394 
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JIFFOLD 


PRESENTATION 


COVERS 


5) ‘PAT PENDING 


HOLD PAPERS IN SEQUENCE 
SHOW OTHERS YOU CARE 


Pamper those whose favor you desire. 
Hidden staples bind up to 30 8'/,” x 11” 
papers in each JIFFOLD COVER. Appear- 
ance is white, smooth, slender, aristo- 
cratic. Easy to assemble. Easy to read. 
Easy to handle and file. Send this ad 
and $2.00 for trial order of 10. 
(LABELS EXTRA) 
Clint LEAP, Inc. 

302-2330 VICTORY PARKWAY 


CINCINNATI 6, OHIO 2819 


For More Information Circle No. 395 
Eliminate 
Dangerous, 
Messy 
Wires 


i 


Pie Ps 
Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
in Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 

U.L. Approved 
Write for FREE Circular O-ED59 


CMG INDUSTRIES ° IDEAS, INC. 
214 Ivinson Ave., Laramie, Wyoming 
For More Information Circle No. 396 


windows, adjacent to desks and as built-in 


| batteries along the wall. Cline is a sub- 


sidiary of Diebold, Inc., Canton, Ohio. 

For the catalog, Circle No. 166. 
CHALK & CORK BOARDS 

Products & 


Claridge Equipment Co., 


| Harrison, Ark., announces its Catalog 59 
| which describes and illustrates its full line 
| of chalkboards, 


bulletin boards and alu- 
minum trim. The 24-page catalog includes 
informative product descriptions on each 
item, with helpful specification data, draw- 
ings showing construction details and 


» | 











recommended installation. Many _ useful 


| and related specialty items are featured: 
| bulletin board cabinets, trophy and dis- 


play cases, reversible chalkboard, sliding 
chalkboards, swing leaf bulletin boards, 
portable chalkboards and bulletin boards, 
plus a wide selection of snap-on extruded 
aluminum trim, aluminum map rail, etc. 
For the catalog, Circle No. 212. 


LABELS 

Avery Label Co., 1616 S. California 
Ave., Monrovia, Calif., offers a handy 
four-page catalog featuring Avery pressure- 
sensitive labels. Containing price lists, 
descriptive photos and uses, the folder 
covers Avery’s time-saving file folder 
labels, identification and price marking 
labels, correction tape, airmail labels, 
photo mounts, and color coding stars and 
dots—all of which are applied without 
moistening. For the folder, Circle No. 196. 
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Is Your Du 


Compare the 
advantages of 
the NEW 


Check your duplicator 
for these signs of 
wasteful obsolescence 


() Can't handle papers 
from newsprint to cards 

(1D Can't raise or lower copy 
on sheet 

© Doesn't have perfect 
registration 

(1) Doesn't feed to iast 
sheet 


(CO Has tricky side rubber 
adjustments 


(J Can't produce 110 copies 
a minute 

(1) Doesn't have reset 
counter to conquer pa- 
per waste 

0 Doesn't have visible 
fluid supply 

C) Doesn't have fluid con- 
trol 

(J Doesn't have’ pressure 
control 

(J Doesn't have feed ten- 
sion control 

() Doesn't have permanent 
instructions on machine 


C) Copies come out face 
down 


ator Obsolete? 


Mark IIL | 
CONQUERORS 


Yt 


Heyer didn’t set out to make any duplicator obsolete. Our aim 
was to build a machine that would do more than any other— 
things others thought impossible—and to price it more at- 
tractively. 


To do this we incorporated such important features as 
Copy Positioner Control for easy raising and lowering of copy 
on a sheet—Visible Fluid Supply to show fluid level at a glance 
—Permanent Instructions, right on the machine—and a highly 
visible reset counter to conquer paper waste. On electric 
models, we added Automatic Start-Stop to eliminate trouble 
caused by forgetting to shut off the motor. 


These and the new Mark IIT improvements give you the 
answer to all your duplicating problems. Our new paper feed 
with Tension Control eliminates tricky side-rubber adjustments, 
efficiently feeds newsprint to postcards—even whencut unevenly! 


All Conquerors print 330 copies in 3 minutes of anything 
written, typed or drawn on a spirit master—1 to 5 colors at 
once—3 x 5 to 9x 14 in. size. Backed by 56 years of Heyer dupli- 
cator know-how, 
they're low in orig- 
inal cost, low in 
operating cost, low 
in maintenance. 


Sslerlasenteiosentetennetentaatestetesterestetestetetetedte | 


HEYER INC., Dept. O06 
1821 S. Kostner Ave., Chicago 23. Ill. 


Gentlemen: 


Please RUSH my FREE Catalog and 
about a ONE WEEK FREE TRIAL 


information 
Available in electric or 


hand-operated models. 
Name 


Company 


Address , 
Mail coupon toda ee 
. y er | State = 


for complete details, Lanananccannnasonanansemad 
For More Information Circle No. 404 


YOU BE THE JUDGE! 
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SPA Appointments 


The Systems & Procedures Assn. an- 
nounced that Dar E. Tisdale, its executive 
secretary, has been re-appointed to a four- 
year term. Mr. Tisdale became SPA’s first 
executive secretary in 1956. He joined 
SPA direct from private industry where 
he was controller of Pioneer Specialty Co., 
Detroit. 





Dar E. Tisdale 


Geo. K. MacDonell 


George K. MacDonell was appointed 
general chairman of the 1959 International 
Systems Meeting, to be held at the Royal 
York Hotel in Toronto, Oct. 12-14. Mr. 
MacDonell is supervisor of methods for 
the more than 550 offices of the world- 
wide Bank of Nova Scotia. He has been 
in banking for 33 years. Joseph A. Mac- 
Queen, SPA president, said that “Mr. Mac- 
Donell is eminently qualified to chairman 
the 21-committee team necessary to give 
the 2700 SPA members from 15 countries 
the dynamic meeting they will expect.” 
Because of their outstanding contributions 
to systems management, the Toronto and 
Hamilton, Ont., chapters were awarded 
this 12th Annual ISM and will act as 
official hosts. 
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NMA Elects Curtin 


At its annual 
meeting in Washing 
ton, National Micro- 
film Assn. elected 
Joseph F. Curtin as 
its president for the 
coming year. A 
member of NMA’s 
original board of 
directors, Mr. Cur- 
tin is president and Joseph F. Curtin 
treasurer of Graphic 
Microfilm of New England, Inc. Other 
officers elected were Frederic Luther as 
vice president and C. Peter McColough as 
treasurer. NMA will hold its 9th annual 
convention in New York next April. 


Eastern Computer Conference 


The Eastern Joint Computer Confer- 
ence will be held at the Statler Hilton 
Hotel, Boston, Dec. 1-3. Summaries of 


papers on any phase of computing should 
be submitted by Aug. 15 to J. H. Felker, 
Bell Telephone Laboratories, Mountain 
Ave., Murray Hill, N. J. 


Maytag Doubles College Gifts 


A program under which Maytag Co. 
Foundation, Inc., will match contributions 
made by Maytag employees to institutions 
of higher education was announced by 
Robert E. Vance, foundation president. 
Any employee can contribute to as many 
institutions as he wishes, but $500 is the 
annual maximum per employee of the 
amount to be matched. There is no mini- 
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Vari-Typer, with its 
instantly changeable type, 
in limitless combinations 
of styles, sizes and 


Vari- lyper 
spacings, provides low- 


the machine with cost office composition for 


forms, bulletins, reports, 
price sheets and other vital 
printing and duplicating needs. 





‘ad’ was 
Vari- 
Typed. 
Headlines by 
dleadliner. 


A SUBSIDIARY OF 
ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


PTUTETESTTEPERELEEETE REET eee eee eee) 


EE MINI s0.ccnivvnvnsekseorseessouunbeotnnsoenatssnsbaceronqussiens 


A TYPEWRITER For Full Information, Fill in and Mail to Dept. S63 


THM Ai VARI-TYPER CORPORATION 
720 FRELINGHUYSEN AVENUE, NEWARK 12, N.J. 
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thanks to XEROGRAPHY. Tr) 


50 copies...precisely like the original... 
for every branch office in 7 minutes 


“What we particularly like about xerog- 
raphy is the speed with which we get 
price changes to our branch offices and 
customers,” Says a sales manager.” 

“Our catalog has 650 listing 
some 15,000 items we carry in stock. We 
send out 30 to 60 new pages each week, 


pages, 


showing price changes. Each new page is 
dated, assuring our customers in advance 
that the price listed in the catalog is the 
price they'll be charged. 

“Thanks to x rography, we can make 
a price change on any item we Carry. 
and in three minutes have the 
new listing copied onto an offset paper 


two or 


master ready for speedy, low-cost dupli- 
cating. 

“Recently, as an example, we got out 
50 « opies each pre isely like the original 


*Name and firm on request. 


for every branch office in only seven 
minutes.” 

Versatile xerography—the clean, fast, 
dry, electrostatic copying process is be- 
ing used increasingly by business, indus- 
try, and government to speed paperwork 
and save thousands of dollars yearly. 

Write for proof-of-performance folders 
showing how firms of all sizes, are saving 
time and cutting duplicating costs by 
xerography. 


HALOID XEROX fs me 
59-221X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U. S. and Canadian cities 


HALOID 
XEROX: 


For More Information Circle No. 249 
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mum limitation on the size of the gift 
which, however, must be actually paid in 
cash or securities, and not pledged. 


Summer Computer Courses 


Intensive courses in the use of digital 
computers are offered by the Consoli- 
dated University of North Carolina, Aug. 
17-28. The courses, with lectures running 
five or more hours daily, and fees, are: 
Introduction to the Use of Digital Com- 


puters, $150; Frontier Research in 
Programing and Artificial Intelligence, 
$200; Frontier Research in Numerical 


Analysis for Computers, $200. Informa- 
tion from James E: Steagall, University 
Extension Division, Box 1050, Chapel 
Hill, N.C. 


Transcription Supervisors Elect 

The Transcription Supervisors’ Assn. of 
N. Y. elected the following officers for 
1959-1960: president, Evelyn Swahlin of 
Frueauff, Farrell, Shanley & Johnson; Ist 
vice president, Ruth Kassowitz of Graver 
Water Conditioning Co.; 2nd vice presi- 
dent, Olivia Walsh of Hardy, Peal, Barker 
& Rawlings; recording secretary, Alice K. 
Wright of White & Case; corresponding 
secretary, Edna M. Dunlop of Metropoli- 
tan Life Insurance Co.; treasurer, Adele 
Kelly of American Express Co.; assistant 
treasurer, Edna M. Gallagher of Union 
Bag-Camp Paper Corp. 


Computer Programers 


Computer Sciences Corp. has been 
formed in Los Angeles to provide auto- 
matic programing for computer users and 
manufacturers. Fletcher Jones, formerly 
with North American Aviation’s Columbus 
Div., is president. Roy Nutt, formerly of 
United Aircraft Corp., is design and 
development director, and Robert L. Pat- 
rick is director of applications programing. 
The firm is developing a compiler for the 
'Datamatic Div. of Minneapolis-Honeywell 
which will be available to Honeywell 800 
users in Sept. Mr. Jones said that new 
techniques have cut the cost of program- 
ing from some $8 an instruction to about 
80 cents. 
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Crucible Steel Rents RCA 501 


Crucible Steel Co. of America, Pitts- 
burgh, has leased an RCA 501 computer 
system according to C. H. Libby, Cruci- 
ble’s controller, and E. D. Foster, vice 
president and general manager, Data 
Processing Div., Radio Corp. of America. 
M: W. Anderson is Crucible’s systems and 
procedures manager. 


Future Computer Techniques 

A session on “Computer Techniques of 
the Future” has been added to the Inter- 
national Conference on Information Proc- 
essing, scheduled to begin at Unesco 
House, Paris, France, June 15. The formal 
program of the. session will include rep- 
resentatives of Switzerland, German Fed- 
eral Republic, Israel and the U.S. Chair- 
man of the session will be Isaac L. Auer- 
bach, president, Auerbach Electronics 
Corp., Narberth, Pa. 


Planning Conference in Chicago 

A company planning conference, spon- 
sored by the College of Business Admin- 
istration of Roosevelt University, will be 
held June 11-12. Under direction of Dr. 
Henry Ludmer, professor of management, 
the conference will cover every phase of 
company planning from organization of 
a planning department to sales forecasts 
and inventory control. Registration is $40. 
Program available from Roosevelt Uni- 
versity, 430 S. Michigan Ave., Chicago 5. 


Midwest Systems Workshop 


First annual Midwest Office Systems 
Workshop and Exhibit, a cooperative un- 
dertaking by leaders of business and in- 
dustry and of the armed forces, will be 
presented July 29-31 in the Armory at 
Waukegan, Ill., to trade know-how in 
office systems. Latest developments, meth- 
ods and equipment, including electronic 
automation devices, will be demonstrated 
in exhibits by manufacturers. Project will 
be managed by Carney Associates, 28 E. 
Jackson Blvd., Chicago 4. 


FOOL-PROOF 


PLATE 
STORAGE! 


Such convenience! Specially-de- 
signed combination job tickets 
and storage envelopes make 
quick-reference filing and storage 
of offset plates, films, and stencils 
a “‘snap!’’ These heavy kraft en- 
velopes—for use with FILE-O- 
MATIC storage cabinets—have 
a printed form on the outside, for 
the filling in of data concerning 
each job. A duplicate production 
department copy serves as a 
desk-top reference. No searching! 
You always know where every- 
thing is! Write for Bulletin 700A. 


® 
company, inc. 


General Office and Factory: 
824 S. Western Avenue, 
Chicago 12, III. 
Eastern Sales and Service: 
215 Fourth Avenue, New York, N.Y. 


For More Information Circle No. 411 
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State Dept. Names Rowland 

Frank L. Rowland, who retired as man- 
aging director of Life Office Management 
Assn. in 1956, has been appointed by the 
State Department as insurance advisor to 
the Minister of Finance of the Republic of 
South Vietnam. Mr. Rowland is indeed 
one of the most active retired men whose 
consulting work in the life insurance field 
takes him to all corners of the world. 


Index to Standards 

The 1959 Price List and Index of 
American Standards is available free from 
American Standards Assn., Dept. PR 66, 
70 East 45th St., New York 17. It 
lists the more than 1800 standards includ- 
ing office equipment and supplies, photog- 
raphy; drawings, symbols and abbrevia- 
tions; pulp and paper. 


Methods Improvement Contest 


The Industrial Management Society is 
accepting entries for its 9th Annual Meth- 
ods Improvement Contest to be held in 
conjunction with its 23rd annual Indus- 
trial Engineering and Management Clinic, 
November 4-6 at the Conrad Hilton Hotel, 
Chicago. Companies as well as student 
groups in colleges and universities studying 
industrial engineering are invited to sub- 
mit entries. The society will award first, 
second and third place trophies in five 
classifications to winning schools and com- 
panies for 16mm films describing “be- 
fore and after” phases of methods improve- 
ments and industrial engineering training 
projects. Rules and regulations for the 
contest may be obtained from Industrial 
Management Society, 330 S. Wells St., 
Chicago 6. 


Office Relocation Problems 

“Moving or Renovating Offices,” a 
seminar exclusively for Wall Street brok- 
erage firms will be held in New York, 
June 8-11, under auspices of Office De- 
sign, Inc., and a group of national asso- 
ciations and business firms. It will cover 
such topics as setting up data processing, 
lighting, acoustics, color, etc. Admission 
is free, by reservation, and limited to 80. 
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WANT THE BEST FOR LESS? 


Use REPLI-master paper masters! 


The master for use on 
both Xerox and direct image 


REPLICA corporation 
Mhamulosturers 
154 NASSA 


ef OMset Dopluating Supplies 


STREET NEW YORK 3f Re 


For More Information Circle No. 348 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SoRTKWIK 


between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier. Long lasting supply .. 50¢ 
At your stationer or send $1. 00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept. 0-6, 2736 Lyndale Ave. So., Minneapolis, Minn 
For More Information Circle No. 351 
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VISUAL 


MAGNETIC 
_CONTROL 





MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 


Simplest Control for PRICES & 
Sales e Production BROCHURE 
Charts e Personnel » 
Maintenance e Scheduling 
Machine Loading 
Visual Presentations 


Priced From 


538 


* 
COLORFUL MAGNETS 
Pree any ORGANIZE FOR ACTION 
Cc SHOW FACTS 
ELEMENTS INSTANTLY 
| GET THE JOB DONE REQUEST 


Methods Research Corp. 


442 Mosel Avenue, Staten Island 4, N. 


For More Information Circle No. 349 


‘It’s CLEAN, QUICK 
and EASY with 


Duplisette 


ycarson COPY) 


READY-MADE 


SECOND-SHEET 
CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


Prove it to yourself with this free offer:;— 
Duplisettes give you fast, clean carbon copies 
--NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, blue, green cnd goldenrod. 


Send for FREE SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N.Y 





* WOrth 6-1454 


For More Information Circle No, 350 
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Herzog 3M Vice President 


Herbert P. Buetow, president, Minne- 
sota Mining & Mfg. Co., last month an- 
nounced the elevation of R. H. Herzog to 
vice president of this dynamically expand- 
ing industrial organization. Mr. Herzog 
joined 3M in 1941 as an inspector in the 
abrasives division. He became general 
foreman of the abrasives division in 1949 
and manufacturing superintendent for 
printing products in 1951. He joined the 
duplicating products division in 1953 and 
was named general manager of the latter 
in 1956. 


Bedinghaus Business Forms Co. 


William H. Bed- 
inghaus Jr., presi- 
dent, Modern Busi- 
ness Forms Mfg. 
Co., announced his 
firm’s change in 
name to Bedinghaus 
Business Forms Co. 
There will be no 
change in policy or 
personnel. William 
G. Bedinghaus Sr., 
is treasurer of the firm, which lithographs 
custom and stock forms. A pioneer in the 
development of stock forms on NCR 
paper, the company operates web litho- 
graph presses on a 24-hour schedule, to 
speed production and deliveries. The 
younger Bedinghaus started work in 1946 
as a distributor of forms. The next year 
he founded his own lithograph company, 
which did a $15,000 business the first 
year. Today the company’s volume is ap- 
proximately $%4 million a year. 


W. H. Bedinghaus 
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Borroughs Sales Manager 


Appointment of 
Edwin J. Du Bane 
as sales manager of 
the Borroughs Mfg. 
Co., Kalamazoo, 
Mich., was announc- 
ed by George Ben- 
nett, president. Mr. 
Du Bane has _ had 
wide and varied ex- 
perience in the man- 
ufacturing field, hav- 
ing served as salesman, sales manager, 
product designer, merchandising con- 
sultant, corporation treasurer and general 
manager. Before joining Borroughs, he 
was sales manager of Woodlin Mfg. Co. 


Edwin J. Du Bane 


Now It’s Heyer Inc. 

One of the oldest 
firms in the office 
equipment field an- 
nounced a change in 
its corporate name 
from the Heyer 
Corp. to Heyer Inc. 
Ownership and ac- 
tive management of 
the company re- 
mains in the Heyer 
family, as it has Arthur J. Heyer 
since its founding in 1903 by Theodore 
A. Heyer, who died last year at the age 
of 84. Arthur J. Heyer, son of the founder, 
is president of Heyer Inc. and T. Reeves 
Heyer, his brother, is vice president and 
treasurer. Queen Ribbon & Carbon Co., 
Heyer’s New York subsidiary which man- 
ufactures carbon papers, typewriter rib- 
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the new Hbean UWeite 
100% STATIC FREE Stencil 


for Gestetner, Rex rotary and other foreign make duplicating machines 


Frankel continues to lead the field of stencil making by bring- 
ing you an absolutely 100% STATIC FREE stencil especially 
designed for foreign make machines. Other so called ‘“‘non- 
static’’ stencils are only static resistant or partially static free 

.. 80 why not get the best... get the one that leads them 
all... the Klean Write 100% STATIC FREE stencil! 


These great new stencils have all the fine features of the 
regular Klean Write stencils. They can be supplied with or 
without the film top and come in glare-pruf colors—blue, 
ee 


ALWAYS THIS with CLIP THIS COUPON — ORDER YOURS TODAY 


Klean Write 100% 
STATIC FREE stencils 
TO: FRANKEL MANUFACTURING CO. + 285 Rio Grande Bivd. + Denver 23, Colo 


ly of Klear rite STATIC FREE ste +f y re these ste 


Mr. Dealer: The Klean Write 
STATIC FREE stencils and our 
specially designed tubes of paste 
inks to fit Gestetner and Rex 
machines opens up a fertile 
field of extra sales 
for you 


FRANKEL MANUFACTURING CO. 


285 Rio Grande Blvd. Denver 23, Colorado 


More Information Circle No. 262 
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S...CHURCHES 


-O-PRINT’S 
; | ALL-NEW 
SKIP BUTTON— bas . 
NON-SMUDGE. 
RIBBON =. 
ADJUSTABLE GAGE 


REPEAT BUTTON 


QUICKLY REMOVABLE 
FEED TABLE 


RECEIVING 
HOPPER HOLDS 
35 FRAME 
ASSEMBLIES 


bia 42950 


LIFETIME METAL PLATES PLUS FEDERAL 


EXCISE TAX 
NON-SMUDGE RIBBON INKING 


need for repetitive writing « 
all-new Speed-O-Print 
ng, error-eliminating 
ear, sharp and 
are ready hour ariier payroll 
are prepared a fraction of the time 
email -daleleh-Pame We hcelait- bilemmia-ta aialellale Meh amal s) 
for popular ‘‘B"’ Style Frame-Plate 
machines available upon special orde 
pilates provide ecc 


brown enamel with « 


Speed-O- Print corroration 


1801 W. LARCHMONT AVE, e CHICAGO 13 
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bons, master units, spirit and gelatin car- 
bons, etc., is now the Queen Division of 
Heyer Inc. 


Underwood Buys Electrofile 

Underwood Corp. has acquired Electro- 
file Corp. from Johnson Fare Box Co., a 
subsidiary of Bowser, Inc., Chicago. Elec- 
trofile’s electromagnetic filing equipment 
codes, verifies, houses and automatically 
selects original records. Frank E. Beane, 
president of Underwood, described this 
acquisition as part of a planned program 
of diversification in the business equip- 
ment industry. 


Dixon Executives 

Staff changes at 
Joseph Dixon Cru- 
cible Co., were an- 
nounced by Frank 
G. Atkinson, presi 
dent. H. Edward 
Ehlers and Warren 
A. Zimmer, — vice 
presidents and vet- 
eran executives of 
Dixon, were elected 
senior vice presi- 
Sherwood B. Seeley, tech- 


H. Edward Ehlers 


dents, while 


Paper off the largest ma- 
chine built especially to pro- 
duce lightweight paper is 
examined by executives of 
Ecusta Paper in Pisgah For- 
est, N. C. Left to right, are: 
W. E. Zimmermann, director 
of marketing and sales; P. 
C. Brownell, corporate vice 
president and general man- 
ager for Ecusta and Film 
operations; and A. J. Loeb, 
assistant general manager 
for Ecusta. Ecusta is part of 
Olin Mathieson Chemical 
Corp. 
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nical director, was elevated to vice presi 
dent in charge of research. Mr. Ehlers 
joined Dixon in 1935 and became man- 
ager of the crucible and refractories divi- 
sion in 1948. Six years ago he was named 
industrial sales manager and a year later 
he became general sales manager. In 
1956 he became vice president in charge 
of sales. Mr. Zimmer became general 
superintendent of the crucible division in 
1950 and works manager a year later 
NOFA Elects Valett 
Vernon Valett of 
Southern Stationers 
Corp., Los Angeles, 
was elected  presi- 
dent of National 
Office Furniture 
Assn. at its annual 
meeting last month. 
He succeeds Melvin 
L. Levin of Boston 
who becomes a na- 
tional director. 
Elected vice presidents were George | 
Stuart, Orlando, Fla.; James Hearn, At- 
lanta; Ray P. Lewis, Flint, Mich., and 
C. L. Pettibone, Bedford, Ohio. Over 4000 
office furniture retailers and manufac- 


é 
Vernon Valett 


we . Et a 
Eon 





“"WHEELIT is an invaluable 
sales tool for our salesmen.” 


—J. M. Kuhn, Vice-President and Sales Manager, 
General Binding Corporation 


"It enables them to 

{ Pige e / get far more demon- 

The new GBC ‘GENERAL!’ / i strations at desk side 
Power Punch 4 and consequently 


WHEELIT has proven a +i Be oe. more sales with less 
valuable sales tool for top- ; on : , a , effort and minimum 
ranking General Binding ; ‘ strain." 

salesmen. Actually it com- 

plements their smartly de- 

signed binding equipment 

and Rex-O-Graph . . . But 

the real secret of its per- 

formance is that no Gen- 

eral Binding salesman has 

to wear himself out carry- 

ing the machines from car 

to office . . . He arrives 

fresh and ready for an en- Partial shipment of WHEELITS going to 

thusiastic demonstration. General Binding salesmen all over America. 


There are Wheelits specially designed to handle more than thirty of America's 
leading office, shop and store machines. Precision-engineered, Wheelit 
goes over curbs, up stairways and turns sharp corners with ease. Ask us how 
your salesmen can use WHEELIT and WHEELIT-LOADEZER to demonstrate 
and sell without ever lifting their machines. See picture at right. 


GRUBER PRODUCTS COMPANY, Toledo 6, Ohio 
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with new 
ADJUSTABLE CONVEYOR 
AND STACKER 


NEW DESK MODEL FH-5¢c ~~“ 
FOLD-O-MATIC 


100% Fully Automatic 
ELECTRIC FOLDING MACHINE 
. WITH CONVEYOR BELT 
RECEIVING TRAY 


TR. 
fl 


Automatically Folds 120 Sheets per 

Minute (all populer folds) . . . CON- a es 

VEYS ond STACKS Folded Pieces! new “SNAP-IN" CONSTRUCTION of ian $] 99 on 
ve 


conveyor end troy permits compoct 
new CONVEYOR ATTACHMENT tokes storage. 


° Also monvfecturers of famo: Cord 
a clin. anaes ad ae ao plus ALL THE OTHER EXCLUSIVE EX- Size Duplicotor, Diography Dvpliceting 
size of fold. Easily set to exact width TRAS that moke FOLD-O-MATIC—now ane “eA Blecrie. SA —” 
of folded piece . . . “Stop” Wheels more thon ever the world’s finest office ‘“°"* eee ne 
prevent jamming. folding machine, regordiess of price! SEE THIS ASTONISHING LOW- 


sew DEEPER STACKING TRAY holds  SXTUA! Incrncsednowss wa erect, with seth COST Automatic “MIRACLE” 
lerger quvontity of neotly stocked lworieatiog Oilite and bell bearings. New feed 
sheets. and power mechanism eliminates geors. 


WRITE FOR 
PRINT-O-MATIC CoO., INC. COMPLETE 


TAI 
724 W. Washington Bivd ° Chicago 6. Illinois DE AILS 
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turers attended the four-day meeting in 
Miami Beach. Manufacturers from Mex- 
ico and Cuba joined 200 U.S. manufac- 
turers in exhibits. Next year’s convention 
will be at Atlantic City in March. 


Art Metal Vice President 


Arthur G. Whyte Jr. was elected a 
vice president of Art Metal Construction 
Co., it was announced by Andrew Wilson, 
chairman. He will serve as assistant to 
the chairman at the firm’s executive offices 
in New York. Mr. Whyte was formerly 
vice president in charge of sales at Capitol 
Products Corp., Mechanicsburg, Pa. 


Venus Ass’t Advertising Mgr. 

Leonard A. Hehner, advertising man- 
ager of Venus Pen & Pencil Corp., an- 
nounced the appointment of Thomas J. 
Evans as assistant advertising manager. 
Mr. Evans brings to the post nine years’ 
experience in advertising and promotion, 
having served as assistant advertising man- 
ager of Nashville Temco, Inc., one of the 
nation’s largest manufacturers of gas heat- 
ing equipment. More recently he held the 
position of procedures writer for the Nash- 
ville Div. of Avco Corp. 


Venus will consolidate its executive 


Carl McKelvy (right), vice president of 
production, Royal McBee Corp., and Wil- 
lard Graff, superintendent of schools in 
Springfield, Mo., examine the first Royal 
portable produced at the temporary plant 
in Springfield where 100 employees are 
preparing for the opening of a 300,000 
sq. ft. portable typewriter plant this 
summer. 
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" REO Choss 
COTTON 


Cartons addressed accurately, identically as 
dollies roll to shipping dock. Average 3173 


sec. per carton..one man—one hand— 
operation. 


Multistamp 
Stenciling System 


STOPS 
Freight 
Addressing 


ERRORS 


at JOHNSON & JOHNSON 


Shipping address errors are virtually 
eliminated when printed directly on 


cartons by the Multistamp Stencil 
Duplicator. Print becomes identical 
smear-proof permanent part of every 
carton in shipment. Quantity users now 
save big money on VOLUME-PAK sten- 
cils..either plain or FORM-CUT. One- 
day service on repeat FORM-CUT sten- 
cil orders..less than 
10 days on new orders. 
Write Today for your 
trated new how-to (and 
book about the 


why) 
Multistamp Marking 
Methods. 


MULTISTAMP 


THE MULTISTAMP CO. Norfolk. Va. 
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offices and sales offices in a new location 
at 50 West 44th St., New York, by July 
1. This will mark the return of the nearly 
century-old firm’s executive offices to New 
York after 31 years in Hoboken, N. J. 


[he company will continue to operate its 
Hoboken plant. 


Fraser Paper Appoiatments 


Three appointments in the New York 
sales office of Fraser Paper, Ltd., are 
announced. Charles J. Rice is eastern sales 
manager with responsibility for all sales 
activities within the jurisdiction of the 
N. Y. office. Jack K. Barry is manager of 
merchant working in cooperation 
with the eastern and ‘western sales man- 
agers. Lloyd Q. Harris, who recently 


sales 


| joined the sales staff, was assigned a ter- 


»& 
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q preter 


Tornedo 


PORTABLE TYPEWRITERS 
STANDARD TYPEWRITERS 
FRONT FEED TYPEWRITERS 
ACCOUNTING MACHINES 
See Torpedo products, of Booth 43, 
NOMDA Annual Convention and Trade 


Exhibit, June 21-24, Netherlands Hilton 
Hotel, Cincinnati, Ohio 


For more information contact 


TORPEDO-WERKE AG. 
FRANKFURT /M. - ROEDELHEIM 


Founded 1896 


Western Germany 
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| Connecticut 


ritory in the eastern division. 


| Tab Card Makers Elect 


Simon G. Gaynor, American Business 
Systems, Philadelphia, was elected presi- 
of the Tabulating Card Manufac- 
turers Assn. M. G. Lewis, Jacksonville, 
Fla., is vice president, and C. A. Great- 
house, Frank H. Baxter Associates, is 
executive secretary and treasurer. On the 
executive committee are J. M. K. Davis, 
Printers, Inc., Hartford; W. 
R. Schween, Ennis Tab Card Co., Ennis, 
Texas; W. Y. Starzman, Ansell-Simplex 


| Ticket Co., Chicago; H. F. Willert, Dupli- 


cate Forms, Mentor, Ohio, and Mr. Lewis. 
Ihe next meeting will be held June 17 at 
145 East 32nd St., New York. 


Rogersnap Business Forms, Inc., will send 
this traveling showroom on the road to 
attract dealers’ attention to the mass sales 
possibilities of stock forms and carbon 
copy sets. 
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Datamatic Branches 


Minneapolis-Honeywell Regulator Co. 
has established five fully staffed branches 
of its Datamatic Div. to support accel- 
crated sales and service of its electronic 
data processing systems, according to 
Frank W. Ladwig, general sales manager 
of the division. Branch offices, manned by 
systems and methods analysts, sales per- 
sonnel and customer training instructors, 
were opened in New York, Los Angeles, 
Boston, Chicago and Washington. In addi- 
tion, a large staff of specialists at the 
main offices in Newton Highlands, Mass., 
will be available on special assignments to 
meet individual branch office or customer 
requirements. 


Photostat Officers 

Kenneth M. Leghorn was elected presi- 
dent of Photostat Corp., Rochester, N. Y., 
a wholly-owned subsidiary of Itek Corp. 
He succeeds Howard Niven who becomes 
chairman. Prior to joining Photostat, Mr. 
Leghorn was president of Bradley Con- 
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SELF-SERVE 
emus = RIBBON 
ams SS WHEEL 
Write today for 
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General Ribbon CORP 


Adding Machine 
Ribbons 
Manufacturers — Since 1927 

Box 48-14542 Sylvan Street, Van Nuys, Calif. 


Susan...customers 
make their selections 
from 16 plainly 
marked openings. 


Sales go up... 
costs go down. 


Your imprint on 
each box. 
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tainer Corp. and previously president of 
Sun Tube Corp. Both companies were later 
combined as the Bradley-Sun Div. of 
American Can Co., and Mr. Leghorn was 
vice president and general manager of 
that division prior to joining Photostat. 
Other officers elected were: treasurer, 
Jesse X. Cousins, vice president and treas- 
urer of Itek; secretary, Arthur W. Tyler, 
Itek vice president, and assistant secre- 
taries, Harold Schreiner and Thomas R. 
Aldrich Jr. 


Nekoosa Ass’t Sales Manager 

Robert C. Farnsworth, a Nekoosa papers 
sales representative for the past ten years, 
is now assistant sales manager for Ne- 
koosa-Edwards Paper Co., a leading pro- 
ducer of business papers, according to 
G. E. Veneman, vice president and direc- 
tor of sales. Mr. Farnsworth was in the 
technical derartment of Consolidated 
Water Power & Paper Co. before joining 
the Nekoosa-Edwards sales force as a 
trainee in 1949, 











Certified FIRE PROTECTION 
ONE COMPLETE UNIT 


STORAGE 
CHEST AND 
POSTING 
TRAYS 








1300 Package Consists of: 
1 No, 1313 FIREPROOF CHEST 
with 15°’ U.L. Approved Insulation. 


2 No. 5585 POSTING TRAYS 
for sheet size 5'/2"' wide x 8'/2"' high. 
Capacity 2000 Sheets per tray. 

2 Sets 25 DIVISION CELLULOID 
TABBED INDEX 
Write for complete information and prices. 


MIDWESTERN MANUFACTURING CORP. 
106 E. Market St. Indianapolis, Ind. 











‘SWIVELS like a Lazy 
For More Information Circle No. 405 
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Dictaphone’s Education Head 
Kenneth Hargrove was appointed di- 
rector of Dictaphone Corp.’s educational 
division, according to Carol Lyttle, vice 
president for sales. At the same time, Mr. 
Lyttle announced the retirement of Kath- 
erine M. Comstock, for 15 years manager 
of the educational division. Mr. Hargrove 
was formerly a New York district sales- 
man and, most recently, educational spe- 
cialist at the Dictaphone executive office. 


On the 50th anniversary of 
G. J. Aigner Co., April 1, 
Alwin C. Aigner (center) be- 
came president. L. to r.: Burt 
Schrader, customer _ service 
manager; Howard B. Lee, pro- 
duction manager; William H. 
Silberstorf, vice president and 
controller; Howard J. Duffy, 
plant superintendent; Joseph 
E. Kohnke, chief engineer; 
Clarence W. Clemen, vice 
president for sales and adver- 
tising. Founder George J. Aig- 
ner is board chairman. 


Hano Dealer Sales Manager 

E. David Hinkley is dealer sales man- 
ager of Philip Hano Co., forms manu- 
facturer of Holyoke, Mass., it was an- 
nounced by Herbert Hano, president. For 
the last four years Mr. Hinkley has been 
midwestern dealer sales manager at the 
Hano branch plant in Mt. Olive, Ill. Prior 
to that, he was in charge of Hano dealer 
service at the main office in Holyoke. He 
joined the company in 1946. 





ONE-TIME Carbon mee 


Increase Efficiency, Reduce Costs 


— 


Sold through our Dealers only... 


—_ _— DEALERS: Liberal Discounts — Delivery you can depend 
——~ on. All forms carry YOUR imprint. No inventory, equip- 
> ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1,.1600 E. 26th St., Little Rock, Ark. 








INTERNATIONAL BUSINESS FORMS 
NCORPORATEDO 


1600 E€ 


26TH STREET eo 


LITTLE ROCK, ARKANSAS 








AUNDERS 


MG. CO., Inc. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 





LIGHTWEIGHT 





P. O. Box 243, Winthrop, 
WEATHERPROOF 


SEND FOR 
NEW CATALOG 
NOW 


Maine 
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Vw / MODERN MACHINES FOR MODERN BUSINESS 


¢ AUTOMATIC TIME STAMPS 
¢ AUTOMATIC NUMBERING MACHINES 
¢ ELECTRIC QUICK SET NUMBERING 
° ELECTRIC DATERS 
¢ ELECTRIC CHECK SIGNERS 
¢ ELECTRIC ENDORSERS 
¢ CHECK CERTIFIERS 


Ajax recording machines and devices record your 
operations . . . Quickly . . . Accurately . .. 
Economically . . . Permanently. Excellent for carbon- 
ized and snap out forms. 


Consul? us on any problems 
that have to do with timing, 
dating and/or numbering. 


AJAX BUSINESS MACHINES, Inc. 


112 Magnolia Ave., Westbury, N.Y, EDgewood 3-2111 
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OPEN SHELF FILING 


SAVES MORE OF EACH AND OFFERS YOU... 


gq MDF. 


(MORE DESIRABLE FEATURES) 





4k FOLDER OVERHANG 
A “must” for rapid 
fanning, finding, and 
pulling 

Ke ADAPTABILITY before you install shelf fling, : 

: the many advantages of Estey, over enclosed and 

Shelves are adjustable ver- i ; > 
‘cell ietete cabinet-type shelving. Estey provides all the 
na ay ee usual features . . . PLUS! .. . because it is 
records of yarying size. 


, designed for filing. 
SLIDING REFERENCE SHELF 


be sure you. know 





Installed any place in range, 
Slides out of the way, when 
not in use. 


lolol bal ttle) th wa 2, [ed ; 
No barriers between 
sections of shelving. 


May we send our catalog describing our great 
variety of standard sizes. 


et — soe 


CORPORATION 
ONE CATHERINE ST., RED BANK, N. J. 
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COST LESS, ARE 
CLEANER, FASTER 


Write today for the COMPARA- 

TIVE COST ANALYSIS showing 

how time and money are saved 

by using RogersnaP Second 

-, Sheets in the new *FLIP OUT 
oe DISPENSER BOX. 


“ ROGERSNAP 
CARBON 
SECOND 
SHEETS 


Write to 
P. 0. Box 10425 5 
Dallas ws Texas * Registered 
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For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
misTie, 
Sst 


"Futuristic" 
< =" 5-Star Platen 
ZING Biss 


for 
Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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* MANUSCRIPT 
COVERS 


DEWBERRY pea CO. 


807 SO. 20th ST., BIRMINGHAM: 5;ALABAMA 
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WHEN CHANGING YOUR 
MAILING ADDRESS 


give six weeks notice and be 


please 


sure to include both your old 


and your new address. 














|NEW BOOKS 


(Continued from page 32) 


HOW TO PLAN FOR PROFIT. Caruso, 
Malis & Worn, Inc., 300 W. Washington 
St., Chicago 6. Free. 

Discusses and analyzes problems and 


| Opportunities in all phases of small and 


medium sized business betterment plan- 
In text and chart form, the booklet 
provides a guide in formulating long-range 
management plans quickly and simply. 


ACCOUNTING FOR NON-ACCOUNT- 
ANTS by John N. Myer. American Educa- 
tion Council, 2 East Ave., Larchmont, 
N. Y., 227 pp., $5. 

Reduces accounting to simplest terms 
to afford businessmen a workable under- 
standing of accounting techniques as ap- 
plied to their own business. 


IMPROVE YOUR WRITING. Supt. of Docu- 
ments, Govt. Printing Office, Washington 
25, D. C., 28 pp., 15c. 

Prepared to aid writers modernize their 
business style, this booklet deals with atti- 
tudes, methods and techniques, rather than 
rules of grammar and composition. Ask 
for Catalog No. D 101.22:1-10. 


MATHEMATICS, VOL. I. Supt. of Docu- 
ments, Govt. Printing Office, Washington 
25, D. C., 267 pp., $1.50. 

A concise explanation of the use of 
whole numbers, fractions, decimals and 
percentages. It also gives a clear picture 
of directional angles, parallel lines, scale 
drawings and triangles. Ask for Catalog 
No. D 208:11M 42/2/v./1957. 


| Courtesy Carbon Copy 


OW OFTEN do you receive letters 
H that must be read by others besides 
yourself? Don’t you often wish you had 
at least one copy so that your colleagues 
could read it too with a minimum of 
delay? An increasing number of com- 
panies are sending out letters with a 


tissue carbon attached. One of these 
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Adjustable OPNWINDO, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

_ if not available from your dealer, write to 


For more than 60 years, a complete line 
‘ _of time-saving signals and indexes 











TMT 
Mm Mail Order Today 


min 
jaca 


SHIPPED 





FROM STOCK 


Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 





SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 
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PATENT NO. 1610368. Other Patents Pending. 








IT'S VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 

DETAILS 


"654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 
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WE KEEP A DRYSTIK AT 

EVERY DESK. ITS SO 

FAST E. CLEAN FORALL 
PAPER PASTING 





toes, RUBBER CEMENT: 
Mest, PASTE in DRY BAR form 
RUB IT ON DRY 


tik Makes Paper Stick to any Surface 
DRY- oa Posts bulletins e Holds lette in folder 
ress 
ooo u's) Eliminates paper clips, staples, thumbtack 
Always ready for clean, instant use. Out- 
: a sticks a quart of rubber cement. 

Can't stain, curl, spoil, dry out. TRIAL OFFER 
Holds permanently, yet is peelable. $@ pow: 
DEALERS INQUIRIES INVITED bars @ paid 

Satisfaction Guaranteed or $5.28 per doz 
DRYstik Company 
4356 N ‘ Kedvale 


I enclose $ Rush postpaid bars 


Wyeeeeseveece 
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ATLAS 


“VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


FOR 
NEGATIVES ¢ OFFSET PLATES 
STENCILS « SKETCHES « ARTWORK 
MASTERS © X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 


20'/"" wide, 52" high, 28" deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need, 


At Quality Equi 


t Dealers Everywhere—Special- 
ized Mode: at 


ressograph-Multigraph Agencies 


Write for Comp/ete Catalog 


ATLAS *==-.- 


STENCIL FILES CORP. 


16716 Westfield Ave ° Cleveland 10, Ohio 


For More Information Circle No. 403 
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recently seen bears the legend, “A 
courtesy carbon—handy if you want 
associate(s) to read.” Since the letter 
was one that needed to be read by more 
than one person, this courtesy was very 
much appreciated. 

The practice of enclosing a courtesy 
carbon in business letters is one that 
offices might well adopt. Not only does 
it smooth the flow of correspondence 
generally, but it improves communica- 
tions between companies—especially as 
it affects inter- and intra-office flow of 
information at the recipient’s end. 

The effort needed io make, this car- 
bon copy is minimal, as is only the cost 
of the materials involved. Yet, this little 
gesture can save your customer’s time 
and money, and is a positive step toward 
promoting good will. 


Spot Carbonization 


VERYBODY NEEDS information 

for his work but not everyone 
needs all the information he gets. Giv- 
ing too much information may lead to 
errors when the wrong data is picked 
up from a mass which has been sup- 
plied. This suggests forms where infor- 
mation is automatically deleted. 

A hospital admissions form and sum- 
mary report was originally nine sepa- 
rate forms. This had meant nine sepa- 
rate clerical operations, distributing the 
same basic information. The forms 
printer evolved a nine-part snap-out set 
as follows: top sheet contains all in- 
formation and is kept in the main 
office. Because this sheet must be filled 
in on both back and front, there is an 
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| PAYMASTER | | 








PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘Outlook’ Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 

This improves personnel relations. 
Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook 


WwW. Wash tx Blvd 


Envelopes 
Chicag 


For More Information Circle No. 312 


supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 











PROMPT AND EFFICIENT SERVICE GUARANTEED 


Send for our ilhustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO. LTD. 
140-148 BOROUGH HIGH ST.. LONDON SE. i 
For More Information Circle No, 313 





OCOO0000U00 
STEVENSON & SMITH, INC. 2 


LEADING MANUFACTURERS 
OF 


Intricate, Accurate, Economical 


Ox — we SPECIALTY 
Or “Multi-Part Business Forms 


Stevenson & Smith,’ leading business 
© forms manufactifers.and business sys- 
O tems creators, are represented, cout 

to coast, by outstanding Business Forms 
O dealers and systems analysts. 


O Write fo 


r name of your nearest 
representative, 


O 
O 





STEVENSON & SMITH, INC. 
Lackawanna Place 


BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 314 


Every Susiness can use... 


INDIANA 


“Under Counter” CASH DRAWERS 
HERE’S HOW 
SMALL BUSINESS—for Cash Handling and Storage. 


DEPARTMENT STORES—for Auxiliary Cash Han- 
dling, Bank Drawers, for Special Sales 


MANUFACTURERS—in Cafeterias, Parts Sales 
Counters, for Petty Cash. 


Model V-1 (ill.) 
List $29.50 


@ No stock to carry @& 
@ 24hour shipment GF 
@ Full dealer 

discount 


A Quality Product 


3 other 
models — 


A wonderful door-opener for follow-up sales of 
more expensive equipment. Write now... . 


MDEWR CT 
P.O. Box 236B @ Shelbyville, Indiane 


For More Information Circle No, 315 








Describes all office reproduction and 


duplicating processes. Time-saving charts 
THE 0 N LY BO 0 K show at a glance which process to use 
for best results in any situation. Tells how 


to make the most economical use ot 


whatever duplicating machines an office 
0 e T S K | N | may now have—how to combine the ad- 
° vantages of one process with those of 


another to save time and money. Also 
tells when not to use certain methods. 


Includes: 
CARBON PAPER, 
SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 
STENCIL DUPLICATING, 
MAN UAL RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
e): PHOTOGRAPHY (CAMERA), 
CONTACT PHOTOCOPY, 
‘e)i4\a: ; CONTACT PRINTING 
(TRANSLUCENT MASTER), 
FACSIMILE MASTER PREPARATION, 
REPRODUCTION AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
rad tel ltlon ile) Ma tolel 249 23 COMMUNICATION TRANSMISSION, 
SYSTEMS DUPLICATING IMPRESSION STAMPS, 
ADDRESSING METHODS, 
TABULATING MACHINES, 
SIGNATURE MACHINES, 
OTHER IMPRINTING MACHINES. 
BINDING AND FINISHING EQUIPMENT. 


MPRINTING METHODS 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 


OFFICE PUBLICATIONS, INC. 
232 Madison Ave., New York 16, N. Y. 


Please send me .seeuese. Copies of the MANUAL OF OFFICE REPRODUCTION 
at $3.25 a copy. [) / enclose remittance. [[] Send invoice. 


Name 
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interleaved carbon tissue separating it 
from the other material. The next four 
all alike, but of different 
indicate their use for the 
admitting office, attending physician, 
x-ray department, and laboratory. The 
data on the back of the top sheet is 
not transferred at all since it is not 
applicable to any of the other offices. 
The other forms which follow need 
even less information and they become 


sheets are 
colors to 


progressively smailer until the ninth, | 


the clergymen’s office, is about one- 
quarter the size of the first part. No 
carbon interleaving has been used ex- 
cept between the first two sheets. This 
form has saved time and money, and 
provides the hospital with virtually 
error-free clerical handling. 

A more complex form contains only 
three parts and involves spot carboni- 
zation. There is an office work sheet, 
a copy for another department, and a 
third copy which remains as part of 
the permanent file. The work 
could not be carbonized 


sheet 
because it 
would smudge due to repeated han- 
dling. A spot carbonized tissue interleaf 








Some spot-carbonized forms. 
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AUTOMATIC 
OFFICE PAPER 
SHREDDER 


ar 


A\¢ Add filing space 
by destroying can- 
celled checks, ledger sheets, time 


cards, W2’s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine... 
shreds papers into unreadable %4” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
Ya HP motor. Completely safe, and 
2asy to operate. Many other sizes 
available, too. 
Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
AND CUTTER COMPANY 
103 MILL ST. © SALEM, OHIO 


For More Information Circle No. 419 
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M “Mal i BAGS SRAND 


DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


CAN-PRO@,.. 


32 8 mewnLIAMS BT 
FOND OY LAC wis 





For More Information Circle No. 413 





QUALITY OFFICE 
EQUIPMENT: 


Elevator stands, metal bookcases, steel 
shelving, lustrous laminated plastic 


chair mats, folding chairs. 


W rite for Catalog 
INTERSTATE METAL PRODUCTS CO., INC. 


Office Equipment Division 
666 N. Lake Shore Drive, Chicago 11, III. 





For More Information Circle No. 414 





NIPPO 
CHECK WRITER 


Indelibly prints yy 
Just the same 
as a big 
machine 
costing up 
to $500.— 
F Type 
NIPPO MACHINE INDUSTRY CoO., LTD. 
Tenjin-cho-Nishi-ku, Yokohama, Japan 








For More Information Circle No. 415 


CASH REGISTER 


PARTS 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co 


207 E. Evergreen Ave., Mt. Prospect, III 


For More Information Circle No. 416 


was inserted, because only a few lines 
of transferred data were needed and 
enough room had to be left on the 
sheet for notations. The third copy con- 
tained most of the information on the 
top sheet, eliminating a few minor 
items. These three sheets were not com- 
pletely related, yet by using a spot car- 
bon form, the clerk saves the time of 
two typings and carbon interleaving. 

Spot-carbonized forms can _ have 
nine or ten parts, if necessary, because 
the amount of carbon is regulated in 
density as more parts are added. A 
forms set may combine spot carbon, 
interleaved carbons, perforated sheets 
for data processing, and blank inter- 
leaving. The size of the job may range 
from a two-part voucher to a 12-part 
26” x 14” journal entry sheet. Sidney 
Sokol, sales manager of Spot Carbon 
Products, New York, believes that few 
other fields offer such possibilities with 
sO many avenues of profits. 











“Now Pll introduce you to a real 
pin-up girl!’’ 
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[Notional Concer 
I 


National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 21-24. 


National Office Machine Dealers Assn., 
Netherlands-Hilton Hotel, Cincinnati, 
June 21-24, 


National Machine Accountants  Assn., 
Chase-Park Plaza Hotel, St. Louis, June 
24-26. 


National Secretaries Assn., Americana 
Hotel, Bal Harbour, Fla., July 19-25. 


National Society of Public Accountants, 
Sherman Hotel, Chicago, Aug. 24-28. 


Assn. for Computing Machimery, Massa- 
chusetts Institute of Technology, Cam- 
bridge, Mass., Sept. 1-3. 


Educational Graphic Arts Exposition, 
Coliseum, New York, Sept. 6-12. 


National Assn. of Bank Auditors & Con- 
trollers, Statler Hotel, Boston, Sept. 21- 
23. 


Office Equipment Manufacturers Institute, 
National Guard Armory, Washington, 
D. C., Sept. 22-25. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-30. 


Life Office Management Assn., Edgewater 
Beach Hotel, Chicago, Sept. 28-30. 


National Business Forms Associates, Chal- 
fonte Haddon Hall, Atlantic City, Oct. 
4-8. 


National Institute of Governmental Pur- 
chasing, Sheraton-Cleveland Hotel, 
Cleveland, Oct. 11-14. 


Systems & Procedures Assn., Royal York 
Hotel, Toronto, Canada, Oct. 12-14. 
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American Production & Inventory Control 
Society, New Yorker Hotel, New York, 
Oct. 16-17. 


Eastern Commercial Stationery Show, 
N. Y. Trade Show Bldg., New York, 
Oct. 17-20. 


Institute of Newspaper Controllers & 
Finance Officers, Hotel del Coronado, 
San Diego, Oct. 18-21. 


National Business Show, Coliseum, New 
York, Oct. 19-23, 


Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 21- 
23. 

American Records Management Assn., 
Sheraton-Palace Hotel, San Francisco, 
Oct. 23-24. 


Controllers Institute of America, Penn- 
Sheraton Hotel, Pittsburgh, Oct. 24-28. 


American Institute of Certified Public Ac- 
countants, Fairmont & Mark Hopkins 
Hotels, San Francisco, Oct. 24-29. 


American Bankers Assn., Miami Beach, 
Oct. 25-28. 


International Automation Exposition, 
N. Y. Trade Show Bldg., New York, 
Nov. 16-20. 


Eastern Joint Computer Conference, Stat- 
ler Hilton Hotel, Boston, Dec. 1-3. 


EVENTS ABROAD 


Business Efficiency Exhibition, 
England, to June 4. 


Unesco Information Processing Confer- 
ence, Paris, France, June 13-23. 


London, 





Semiannual Index to THE OFFICE 
Volume 49, January through June, 1959 


Accountant, The Business Future of the Machine, Lester E. Hill Jan., 
Accounting Detail at No Extra Cost, How to Get More June, 
Accountants’ Measurements Are Basic to our Economy, Louis H. Penney Jan., 
Accounting, Better Communications Needed for, Martin C. Powers Jan., 
Ad Agency’s Accounting Is Mechanized, All, Frieda M. Olson ' June, 
Addressing Machine Operation, End-to-End Labels Speed Up, Frank Console June, 
Automation Depends Upon People, Successful, James H. Donovan Jan., 
Automation Program, New York Department Store’s Million Dollar Feb., 
Automation With People and Education, Coordinate, E. A. Rule Jan., 
Bank Record Keeping, Institute’s Research in, Franklin D. Price Jan., 
Bookkeeper: TV’s New Villan, The, Harold W. Fox Apr., 
Britain’s New Electronic Equipment, Some of, B. F. Levett Jan., 
Britain’s Office Work, Developing Revolution in, Harry Ward Jan., 
Budget Executives Grow by Participating, Harold C. Mason Jan., 
Business, Balancing Technical and Human Values in, Dr. Doris Howell Crank Jan.., 
Business, The Office Will Be Source of Advice to, Lord de L’Isie Jan., 


Cenco’s Order Processing System, Phil Hirsch Mar., 
Computer Increases Employees But Greatly Improves Records, A. R. Bongiovi Feb., 
Computer Production Control, John Grindrod May, 
Computer Saved $13,000 in Its First Year, How A, Fred D. Bauce Apr., 
Computing Field Will Continue Its Expansion, The, R. W. Hamming Jan.., 
Contributions, A Management Policy for Evaluating Solicitations for, 

Robert G. Dyment Feb., 
Conventions in Times Like These, The Value of, W. D. Babcock Jr Jan., 
Copier, Small Office Uses Large, John P. Bolger Apr.., 
Copy of Order Is Used as Worksheet, Machine, Joseph Lazzer Mar., 
Cost Data Faster, Now Management Gets Its Mar., 
Cost Records on Marginal Punched Cards, Job Shop Keeps Direct, 

Harold Sweet Feb.., 
Cost Us?”, When the Top Man Asks, “What Will It, H. W. (Fred) Shaw Jan., 
Communication Means Better Customer Service; Better Internal, Phil Hirsch June, 
Data Processing Organization 15 Years from Now, Your, C. /. Keelan June, 
Data Retrieval, A Pattern Punched Card System for, 

F. E. Lynch & John F. Glenn May, 
Defense Establishment, AFMA Aids Management of the, Rawlings S. Poole | Jan., 
Duplicating Equipment, How to Reproduce Forms on Your Own, Ray Marien Aopr., 
Duplicator System Speeds Order Filling and Invoicing, One-Writing May, 
Education, Why We Cannot Have Automation in, Vernon A. Musselman Jan., 
Employee Relations, Right or Wrong in 

Feb., 127; Mar., 153; Apr., 141; May, 119; June, 
Employer, The Case of the Expectant, Florence D. Holmgren Feb., 
Enclosure?, What, Leslie H. Matthies Mar., 
Equipment Industry’s Aim Is Automation for all, Fortune P. Ryan Jan., 
Executive Development, The Individual Approach in, Robert Hoppock Feb., 
Financial Stability, Maintain the Faith in Our, Lee P. Miller Jan., 
Forms, How to Buy Business, Ray Marien Mar., 
Forms on Your Own Duplicating Equipment, How to Reproduce, Ray Marien Apr.. 
Forms Orders Point to Better Business Ahead, William C. Lamprechter Jan., 
Forms Set Saves Time in Small Offices, Statement Mar., 
Forum, 1959 Annual Office Management Jan., 14; Feb., 
Hiring, Aptitude Testing as an Aid to, Earl D. McConnell Jan., 


Inflation Is Threatening Industry’s Corporate Life, John B. Inglis Jan., 
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Insurance on Personnel, How to Take Full Advantage of Your, 
W. R. Anderson 


Internal Auditor Develops Profit-Making Ideas, William J. Lehmann 


Letter?, What’s Sacred About a, William Werner Bradford 
Library, Mechanization in a British Public, John Grindrod 
Lighting to Each Office Task, Matching Office 

Machine Accountants Conference 

Management in 1959, The Challenge to Office, Fred A. Schultz 
Manager Can Improve His Status, How the Office, C. 1. Keelan 
Mechanization in a British Public Library, John Grindrod 
Microfilm Symbolize to You?, What Does, Hendrix Teneyck 
Municipalities Have to Stretch the Tax Dollars, Grant Brush 
NOFA Convention, The Biggest 

NOMA Conference, Annual 

NOMDA Convention Opens in Cincinnati June 21, Annual 


OMAC Seminar and Business Show in Chicago, March 23-26 
Order Processing System, Cenco’s, Phil Hirsch 
Orville, the Office Bov, Ben Arnold 
Overhead, Every Management Advance Increases Office, Phil Carroll 
Perceptron Can See You and Hear You, Navy’s 
Photographic Records, Controls for a System of, Ben F. Gregory 
“Plus Account,” The Hidden Benefits of Our, Gerry E. Morse 
Policy, Putting Power in, Leslie H. Matthies 
Price, Getting the Right Product at the Right, Joseph A. Heeb 
Procedures Analysis, The Guiding Principles of a, Richard M. Paget 
Psychiatrist Prescribes for the Executive, A, Dr. William C. Menninger 
Purchasing Can Increase Your Profits, How Modern, Gordon Burt Affleck 
Railroads Have Met Rising Clerical Costs, How, J. 7. Barnes 
Railroads Use Swapshop Seminar Technique, J. V. Wolfe 
RCA’s 501 Computer System 
Reading, Getting More Out of Your Periodical, Harold S. Sharp 
Records Management, Organization for Good, Robert W. Humphrey 
Reports Raise Newstand Sales 
Routingitis, Beware of, Frederick C. Allgceier 
Kush Jobs?, What Can You Do About, Richard W. Page 
Salary Administration, Planning for Sound, Roger V. Wing 
Secretaries, Certification Has Become a Standard for, Clare H. Jennings 
Service Your Own Office Machines?, Does It Pay to, Burton W. Hall 
Shelf Filing, A Cost-Cutting Short-Cut to Terminal Digit, H. O. Brockman 
Space Allowance Be Liberal or Economical?, Should Office, 

Kenneth H. Ripnen 
Stencil Duplicating, The Rebirth of 
Stop Watch Time Studies, Setting Office.Standards by, 

C. J. Berg Jr. & E. V. Grillo 
Systems Analysis: What Is Typical?, In, Edmond W. McNamara 
Systems, Mcdern Management Needs Modern, Joseph A. MacQueen 
Systems Personnel, Determining the Authority and Scope of, Neil Pollock 
Systems Personnel, Recruiting, Training and Managing, Neil Pollock 
Terminal Digit Shelf Filing, A Cost-Cutting Short Cut to, H. O. Brockman 
limeclocks Have Some Unusual Uses 
raining Is Easier When You Know How People Learn, Ernest W. Fair 
Traveling Salesmen, A System for Reimbursing Your 
Visual Communications, The New Profession of, James A. Catto 
“Word Magic” in Your Personnel Relations, Use, Jack Bedford 


Zoo, Office Work at a Big City, 7. F. Schiemann 
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Apr., 
Jan., 


June, 
Feb., 
Feb., 
June, 
Jan., 
Mar., 
Feb., 
Jan., 
Jan., 


Apr., 
May. 
June, 
Mar., 
Mar., 
Apr., 
Jan., 
Feb., 
Apr., 
Jan., 
May, 
Jan., 
Jan., 
Mar., 
Jan., 
Jan., 
Jan., 
May, 
Feb., 
Jan., 
Mar., 
Mar., 
Mar., 
Mar., 
Jan., 
June, 
May, 


Mar., 
Apr., 


May, 
Feb., 
Jan., 
May, 
Apr., 
May, 
Mar., 
June, 
May., 
Jan., 
May, 
June, 


12 
116 


85 
16 
99 
109 
89 
81 
16 
147 
84 


104 

92 
148 

88 
104 
125 
110 


115 
77 
102 
94 
140 
106 
94 
136 





Index to New Products in THE OFFICE 


JANUARY THROUGH JUNE, 


ACCOUNTING BOARDS 
Nardon Mfg. Co. 


ACCOUNTING MACHINES 
Burroughs Corp. ; 
Monroe Calculating Machine Co. 
National Cash Register Co. .... 
Underwood Corp. 


ADDING MACHINE MAGNIFIER 
Magni-View Reading Aid Co. 


ADDING MACHINES 


Addo-x, Inc Jan., 183; 


R. C. Allen Business Machines, Inc. 
General Gilbert Corp. 

Lightning Adding Machine Sales Co. . 
Pearl Engraving Corp. 

R/B Crafters 

Swift Business Machines Corp. 


Victor Adding Machine Co. Apr., 166; 


ADDRESSING EQUIPMENT 
Addressing Machine Co. of Calif 


Addressograph-Multigraph Corp. 
Duplicard Addressing Machine Co. 
Elliott Addressing Machine Co. 
Master Addresser Co. . 

Rena Buromaschinen-Fabrik 
Scriptomatic, Inc 

Speed-O-Print Corp. 


AIR PURIFIER 
Airkem, Inc. . 


ASH TRAYS 
McDonald Products Corp. 


BALLPENS 

All-Rite Pen, Inc. 

American Stencil Mfg. Co 
Eberhard Faber Pencil Co. 
General Pencil Co. 

Griffin Mfg. Co. . 
Micropoint, Inc. 

Reliance Pen & Pencil Corp 
Venus Pen & Pencil Corp 


BINDERS, SHEETS 
Acco Products, Inc. 
National Blank Book Co 
C. E. Sheppard Co. . 


BINDING MACHINES 
Didde-Glaser, Inc. .. 


BOOKCASES 
Interstate Metal Products Co. 


CALCULATORS 
Lagomarsino .. 
Smith-Corona Marchant, Inc 


CARBON COPY SETS 
Brownville Paper Co. 
Letterex Corp. 


CARBON PAPER 


Robert F. de Castro Jan., 196; 


Port Huron Sulphite & Paper Co. 


Roytype Dept. Royal McBee Corp. .... at 
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Apr., 202; 


1959 


CARTON SEALER, STRAPPER 
May, Alford Package Machines, Inc. 
Inland Wire Products Co. 


CASH DRAWER 
May, Indiana Cash Drawer Co. 


May, 
CASH REGISTER 
R. C. Allen Business Machines, Inc. 


CATALOG STANDS 
Stempel Mfg. Co. ..... 


CASH REGISTER ROLLS 


Rittenhouse Paper oC. 


CASTERS 
Faultless Caster Corp. 


CHAIRS 
Brewer-Titchener Corp. 
Clarin Mfg. Co. 

Howe Folding Furniture, 
Niagara Mfg. Corp. 
Virco Mfg. Core. 


CHAIR MATS 
Stempel Mfg. Co. . 


CHECK HANDLING MACHINES 
Burroughs Corp. 
National Cash Register Co. 


CLIPBOARD COVER 
Ability Co. .... 


CLEANING EQUIPMENT 
Clarke Floor Machine Co. 


Non-Woven Fabrics Div. Chicopee Mills .. 


White Mop Wringer Co. 


CLOTHES HANGER 
Bevco-Precision Mfg. Co. . 


CONTROL BOARDS 
Chartmakers, Inc. 
Power Dispatchers Equipment Co. 


COPYHOLDER 
Hall-Welter Co. 
Remington Rand Div. 


COPYING MACHINES, SUPPLIES 
American Photocopy 


Equipment Co. ...............Peb., 150; 
Anken Film Co. ... ooee ce, Vane 
Charles Bruning Co. ..Jan., 185; 


Columbia Ribbon & Carbon Mfg. Co. 


Cormac Photocopy Corp. .......May, 180; 


Hampton Processes, Inc. 

F. G. Ludwig, Inc. 

Nord Mfg. Corp. 

Ozalid Division . ; 
Peerless Photo Products, Inc. 


Jan. 181; Feb., 136; 


Permarapid, Inc. ... 
Remington Rand Div. .. 
Reproduction Products Co. 
Rovico, Inc. 7 


215 
160 
‘ 181 
"177 


. 234 


158 


, 162 

; Feb., 
..Feb., 
May, 
.Mar., 


176 
139 
192 
208 
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COPYING PAPER 
Columbia Ribbon & Carbon Mfg. Co. ..... May, 


COPYING SERVICE 
Magi Copy ... 


COLLATORS 
Collamatic Corp. 
Evans Specialty Co. 
Macey Co 


COUNTERS, TABULATING 
Denominator Co. 
Veeder-Root, Inc. 


CREDENZAS 
Robert John Co. .. 


DATING STAMPS 
Ajax Business Machines, Inc. 
Bankers & Merchants, Inc. 


DESK ACCESSORIES 
Qualiton :3 : 


DESK SIGNS 
Concord Stamp Co. 
Plastic Letter Industries, Inc. 


DESKS 
Ed Golden 


DICTATING MACHINES 
American Geloso Electronics, Inc. 
Comptometer Corp. 

Geiss America 

Minnesota Mining & Mfg. Co. 
Nye Products, Inc. 

Scribe Distributors Co. 
SoundScriber Corp. 


DOORS 
Kawneer Co. . 


DRAFTING EQUIPMENT 
Alvin & Co. .. 


DRAIN PIPE CLEANERS 
Miller Sewer Rod Co. 


DRAPERY FABRIC 
Saran Yarns Co. 


DUPLICATING EQUIPMENT, SUPPLIES 
Carter's Ink Co. 

Colonial Carbon Co. 

A. B. Dick Co. 

Gestetner Duplicator Corp. 

Mim-E-O Stencil Files Co. 
Mimeotronic Stencils 

Print-O-Matic Co. 

Rex-Rotary Distributing Corp. 

Walco Products Co. : 


DUPLICATORS, OFFSET 
A. B. Dick Co. ......Mar., 161; Apr., 152; 
Ditto, Inc. ie eat 


DUPLICATORS, aieene | 
Ditto, Inc. 

Speediiner Co. . 
Wolber Duplicator ‘& Supply Co. 


Feb., 155; Apr., 182; 


DUPLICATORS, STENCIL 
Milo Harding Co. 
Speed-O-Matic Co. 
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EASELS 

Arlington Aluminum Co. 

Metal Products Engineering, Inc. 
Plan Hold Corp. 


ELECTRONIC COMPUTERS 
Datamatic Div. Minneapolis-Honeywell 
General Electric Co. 

Remington Rand Div. 


ELECTRONIC EQUIPMENT, PERIPHERAL ; 


Bendix Computer Div. ... 
Benson-Lehner Corp. 
Clary Corp. 

Data Processing ‘Swapshop 
Dresser Products, Inc. . 
ElectroData Div., Burroughs Corp. 
Friden, Inc. . 

Management Assistance. ‘Inc. 

Melcar Office & Business Management 
National Cash Register Co. 

Remington Rand Div. .... 

Snapout Forms Co. 
Stromberg-Carlson-San Diego 
Stromberg Time Corp. 
Sweda Cash Register, Inc. 
Systematics, Inc. Feb., 
Tab Products Co. 

Teletype Corp. 

Victor Adding Machine Co 
Wright Line, Inc. 


ERASERS, ELECTRIC 
B. Altman Products . 
Charles Bruning Co. 
Wright Line, Inc. 


EXPENSE ACCOUNT SYSTEMS 
Beach Publishing Co. 
Day-Timers ; : 

Louis A. Varisco Co, 


FILES 

Acco Products, Inc. 
Bankers Box Co. 

Business Efficiency Aids 
Hahn Co. 

Haskell of Pittsburgh 
Momar Industries 
Mosler Safe Co. 

Yawman & Erbe Mfg. Co 


FILING SUPPLIES 
Cel-U-Dex Corp. 

Dowell-Tuggle Co. 
Smead Mfg. Co. .. 


FIRE EXTINGUISHER 
Fyr-Fyter Co. 


FLOOR re 
Buxbaum ; 


Du Pont Ga. 


FOLDING MACHINES 
Challenge Machinery Co. 
Print-O-Matic Co. : 


FORMS 

American Lithofold Corp 
Baltimore Business Forms Co 
Cromwell Printery, Inc. 

Cullom & Ghertner Co 

Forms, Inc. : 

Kamket Corp. 

Modern Business Forms Mfg. Co. 


139; Mar., 225; 


May, 204; 


Apr., 


June, 


.Feb., 


..Jan., 
..Apr., 


June, 
Jan., 
Mar., 
Jan., 
Apr., 
Feb., 
Jan., 





FORMS DETACHERS 
Moore Business Forms, Inc 
Varco, Inc. 


INK, WRITING 
W. A. Sheaffer Pen Co 


INSERTING MACHINES 
Bell & Howell Phillipsburg 


INTERCOMS & SHORT WAVE RADIO 
American Telephone & Telegraph Co 
Automatic Electric Co 

General Electric Co 

Lake Mfg. Co. 

Gustav A. Ring A-S 

Tele-Norm Corp. 


KEY FILING CABINETS 
Cushman & Denison Mfg. Co 


LABEL GLUER 
Glue-Fast Equipment Co 


erg PRINTER 
. H. Brady Co. 


LABELING MACHINES 
Cheshire, Inc 


LABELS 
Franklin-Monroe Co 
Labelon Tape Co 


LADDERS 
Winfield Co 


LAMINATING MACHINES 
American Photocopy Equipment Co 
General Binding Corp 


LECTERNS 
Oravisual Co 


LIGHTING FIXTURES 
Pyle-National Co. 


MACHINE MOUNTING PADS 
Felters Co. 

Hutton Business Service 
Raymond Packer Co 


MACHINE STANDS 
Badger, Inc. 
Thomas Service 


MAIL CART 
Lyon Metal Products Inc 


MAILING SUPPLIES 
Chippewa Paper Products Co 
Sherman Paper Products Corp 


MARKING MACHINES 
Ajax Business Machines, Inc 
Pryor Marking Products 


MARKING PEN 
Diagraph-Bradley Ind., Inc 


MICROFILM EQUIPMENT 
Anken Chemical & Film Corp 
Camcopy, Inc 

Flofilm Div 

Filmsort Co 

Haloid Xerox Inc 


240 


Microline Products Group 

Minnesota Mining & Mfg. Co 

Recordak Corp. Apr., 152, 166; 
Remington Rand Div. 

Watson Mfg. Co. 


a yy 
. W. Pike & Co 


NUMBERING MACHINES 
Ajax Business Machines, Inc 
Bates Mfg. Co. 

Pryor Marking Products 


OFFSET EQUIPMENT & SUPPLIES 
Copycat Corp. 

A. B. Dick Co 

Direct Image Aluminum Plate & Supply Co 
Jos. Gelb Co 

Haloid Xerox Inc. 

Hampton Processes, Inc 

Litho-Art Products, Inc 

Mim-E-O Stencil Files Co 

NuArc Co. 

Pacific Copy Corp 

Press Filter Co. 

Roll-O-Graphic Corp 

Sadolins Inks of Denmark 
Townsend Industries, Inc 


PAPER CUTTERS 
Michael Lith Sales Corp 

Jan., 196; Feb., 172; 
Photo Materials Co 


PAPER JOGGERS 
Syntron Co. 


PAPER PUNCHES 
New England Paper Punch Co 


PAPERS, LETTERHEAD 
Eastern Fine Paper & Pulp Div 
Esleeck Mfg. Co 

Finch, Pruyn & Co 

Fletcher Paper Co 

Gilbert Paper Co 


PAPERS, DUPLICATING 

Eastern Fine Paper & Pulp Div May, 202; 
Fletcher Paper Co 

Hammermill Paper Co 

Mead Papers, Inc 


PAYROLL TAX CALCULATORS 
Melcar Business & Office Equipment 


PARTITIONS 

Curtis Office Partition Co 
Filon Plastics Corp 

H-O-N Co 


PHOTOCOPIERS 
(See Copying Machines) 


POSTCARD INVOICE PROCESSOR 
Standard Register Co. Feb., 


POSTING EQUIPMENT 

Master-Craft Corp. May, 
Meicar Office & Business Equipment June, 
Nardon Mfg. Co Mar., 


PROJECTORS & VIEWERS, SLIDE 

Charles Beseler Co Jan., 
DuKane Corp Jan., : Mar., 
Eastman Kodak Co ..May, 
Filmsort Co. ae 
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RECORDING SCANNER 
Times Facsimile Corp. . 


RIBBON FABRICS 
Standard Products Corp. . 


RIBBONS, CARBON PAPER 
American Ribbon & Carbon Co. 
Photostat Corp. 


RIBBONS, FABRIC 
aoe Ribbon Corp. 
. W. Markes . 


RUBBER CEMENT, PASTE 
Distributors East . 
Dry-stik Co. 


RUBBER STAMP PRESS 
Berkroy Products Co. . 


SALES ANALYSIS SYSTEM 
Victor Adding Machine Co. 


SAFES 
Allied Mfg. & Sales Co. 
Mosler Safe Co. 


SORTER 
Amberg File & Index Co. 


SOUND CONTROL 
Acoustic Chemical Corp. 
Watkins Industries . 


SOUND ON PAPER 
Canon Camera Co. 


STOOL 
Cramer Posture Chair Co. 


TABLE TOPS ; 
Johnson Plastic Tops, Inc. 


Feb., 


Mar., 


TABULATING CARD EQUIPMENT, oie -s 


Avery Adhesive Label Co. 
Beemak Plastics 

Data Processing Swapshop 
Forbes Products Corp. 
Forms, Inc. . 
Management Assistance, Inc. 
O. W. Markes : 
Pro-Forms Co. 

Remington Rand Div. 
Standard Register Co. 
Systematics, Inc. 

Tab Products Co. 
William L. Raub, Inc. 
Wright Line, Inc. 


TAPE APPLIERS 
Labelon Tape Co. 
Minnesota Mining & Mfg. Co. 


TAPE, RECORDING 


American Recording Tape Corp. 


TELEPHONE AMPLIFIER 
Kay-Townes Mfg. Co. 


TELEPHONE BOOK INDEXES 
Bernay Products Co. 
Premier Materials Co. 


TELEPHONE BOOK FILE 
Master Products Mfg. Co 


TELEPHONE HOLDER 
Ray-Dex Products 
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May, 
June, 


June. 
Apr., 
June, 
Mar., 
: June, 
Mar., 
Jan., 
June, 
June, 
May, 
May, 


Mar., 
Apr., 


May, 


Mar., 


TIME RECORDERS 
Cincinnati Time Recorder Co. 


TOILET CLEANER 
Airkem, Inc. ... 


ary BALANCE ovovmne 
. Radcliffe ... 


TYING MACHINES 
B. H. Bunn Co. . 
Felins Tying Machine Co. 


TYPEWRITER, CHART 
Continental Office Machines, Inc. 


TYPEWRITER CLEANERS 
DeVilbiss Co. . 
Roytype Dept., Royal McBee Corp 


TYPEWRITER JUSTIFIER 
Marginator Co. 


Ne ga ag STANDARD 
. C. Allen Business Machines, Inc. 


UPHOLSTERY FABRICS 
Landers Corp. Jan., 
Plymouth Rubber Co. . 


VENDING MACHINES 
Coffee Cabinet Corp. 


' Perk-Ette, Inc. . 


Rudd-Melikian, Inc 


VISUAL AIDS 
Stempel Mfg. Co 
Stik-a-Letter Co. 


WASTEBASKETS 


Prine Co. 


WATERCOOLERS 

Ebco Mfg. Co. 

Temprite Products Corp 
Westinghouse Electric Corp. 


WRITING KIT 
Wilson Jones Co 





THIS INDEX IS VALUABLE 


FOR REFERENCE PURPOSES 
when you file your copies of THE 
OFFICE in attractive Volume Files, Each 
file holds one volume (six monthly 
issues) with the volume index in the 
last copy (June and December), Files 
are reusable and unconditionally guar- 
anteed or your money back, Send $5 
for two files (for a year’s issues) to 
Jesse Jones Box Corp., P.O, Box 5120. 
Philadelphia 41, Pa. 


THE OFFICE is also available on Micro- 
film, For full information write te Uni- 
versity Microfilms, Ann Arbor, Mich. 
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ADVERTISERS 


Acco Products 

Accountants Supply House 

Acme Visible Records, Inc. 

Addo-x, Inc. 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp. 

Ajax Business Machines, Inc. 

All-Rite Pen, Inc. 

American Automatic Typewriter Co. 
American Dictating Machine Co. 

American Geloso Electronics, Inc. 

American Numbering Machine Co. 

American Photocopy Equipment Co. 33, 
Ames Supply Co 

Arlington Aluminum Co 194 
Atlas Stencil Files Corp 230 
Avery Label Co. 172 


229 
34, 35 
228 


Bankers Box Co. .. 74 
Bates Mfg. Co. 68 
Beach Publishing Co. 

Bedinghaus Business Forms Co. 

Bevco- ton 1 Co 

Bickett Co., M 

Bostitch, hy 

Brownville Paper Co 

Burroughs Corp. 


Can-Pro Corp. .. 

Carteret Printing Co. 

Cashere Corp. 

Chicago Desk Pad Co 

Chicopee Mills, Inc 

Cole Steel Equipment Co. 

Cole Steel Office Machines, Inc. 
Collamatic Corp. 

Columbia Ribbon & Carbon Mfg. Co 
Comptometer Corp 
Continuous Forms. Inc 
Control Systems, Inc. 
Control Systems, Inc. 
Copease Corp. 
Copycat Corp. 
Copy-Craft, Inc. 
Cormac Photocopy Corp. 
Craftsmen Machinery Co 
Cramer Posture Chair Co 


(Plus Diehl) 
(Pius) 


Data Processing Swapshop 

Davidson Corp 

Deluxe Meta! Furniture Co 

Dewberry Engraving Co 

Dick Co., A. B 26, 
Dictaphone Corp 

Diebold, Inc 

Ditto, Inc Inner Back Cover 
Dresser Products, Inc it 
Dry-stik Co 229 


Eastern Fine Paper & Pulp Division 
Eastman Kodak Co 

Estey Corp 

Ever Ready Calendar Mfg. Co 


Faber-Castel! Pencil Co 
Facit, Inc 

Fletcher Paper Co 
Force & Co.. Wm. A 


A. W 
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Forms, Inc. 
Frankel Mfg. Co. 
Friden, Inc. 


Gates Acoustinet Co. 
Geiss-America 

General oeneeaee Co. 
General Pencil 

General Ribbon Bess. 
Gilbert Paper Co. 
Graphic Systems 

Griffin Mfg. Co. 
Gruber Products Co. 


Haloid Xerox Inc. 
Hammermill Paper Co. 
Hampton Processes, Inc. 
Harding Co., Milo . 
Heinz Co., A. P 

Heyer Inc. 

Howard Paper Mills, Inc 
Hush-A-Phone Corp. 


Ideas, Inc. 

Indiana Cash Drawer Co. 
Industrial Shredder & Cutter Co 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 
International Paper Co 
Interstate Metal Products Co. 


Jones Box Corp., Jesse 


Kee Lox Mfg. Co. 
Kenro Graphics, Inc. 
Krengel Mfg. Co. 


Lagomarsino-FAl 
Landers Corp. 
Lassco Products, Inc. 
Leap, Inc., Clint 

Lee Products Co. 
LeFebure Corp. 
Letterex Corp. 
Ludwig, Inc., F. G. 


Mac Panel Co. 
Manpower, Inc. 
Marchant Calculators Div., 
Smith-Corona Marchant Inc. 
Markes, O. W. ; 
Metalcraft, Inc. 
Methods Research Corp. 
Micropoint, Inc. 
Midwestern Mfg. Corp. 
Miller-Trojan Co. 
Minnesota Mining & Mfg. Co. 
Minnesota Mining & Mfg. Co. 
(Magic Mending Tape) 
Minnesota Mining & Mfg. Co. (Thermo-Fax) 
Minnesota Mining & Mfg. Co. 
(Microfilm Reader) 
Monarch Metal Products, Inc 
Monroe Calculating Machine Co. 
(Accounting Machine) 
Monroe Calculating Machine Co 
(Calculating Machine) i 
Moore Business Forms, Inc. 106, 107 


(Drafting Tape) 
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Mosler Safe Co. ; 
Alfred . 


Mossner Co. 
Multistamp Co. 


Nardon Mfg. Co. 

National Cash Register Co. .. 
Nippo Machine Industry Co., Ltd. 
North American Philips Co. 
Nu-Arc Co. (File-O-Matic) 

Nu-Arc Co. (Flip-Top Platemakers) 


Office Publications, 
Old Town Corp. a 
Olivetti Corp. of America .... 

Outlook Envelope Co. 

Ozalid Div., General Aniline & Film Corp. 


Palson Mfg. Co. 
Peerless Photo Products, 69 
Photostat Corp. 153 
Pitney-Bowes, Inc. 

(Folding & Inserting Machine) 94, 95 
Pitney-Bowes, Inc. (MailOpener) 123 
Pitney-Bowes, Inc. seared Scale) 

Plain-Vu, Carr Core......s 

Plastic Binding Ore, ...5. 139 
Plus Computing Machines Division 195 
Precision Mfg. Co. . 18 
Print-O-Matic Co. 222 
Pro-Forms Co. 200 
Pronto File Corp. ; 28 


| 


ee 
152, 


I 
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Raub Electronic Research Corp. 
Regna Cash Registers, Inc. .... 65 
Replica Products Corp. ... 
Rex-Rotary Distributing Corp. 
Rite-Line Corp. . 
Roberts Rubber Co., Weldon . 
Robertson Photo- Mechanix, Inc. 
Rogersnap Business Forms 
Roll-O-Graphic Corp. 
Royal McBee Corp. (Data Processing Div.) ... 
Royal McBee Corp. (Royal Typewriters) 
Outer Back Cover 


nt 


Please send me, postpaid, 
Name 


Address 


bbls & & & & 2.2.2. 2.2.0.2.2.%.0.0.0.2,.2.2.0.0.0,0,0.0.2.1 


Daw ae OS OS OE OS Ge Ge Ge SS GS Oe OS GS Ge OS OS GD Ge GD GS OD OS OS OD FP GS OS Oe Ge Se Ge GS OS Ge Ge Ge Oe Oe OD Ge Ge Ge Oe oe Oe OD oe oe oe oe oe oe oe 
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Rubbermaid, 


Saunders Mfg. Co. 
Schweitzer; Division, Peter J. 
Scott-Rice Co. . ae 
Scribe Distributors Co. 
Shredmasier Corp. 
Smead Mfg. Co. ..... 
Smith, Inc., Charles S. 
Smith-Corona Marchant, 
Speed-O-Print Corp. 
Standard Products Corp. .. 
Staplex Co. 

Stationers Loose Leaf Co. .. 
Stein Bros. Mfg. Co. ....... 
Stevenson & Smith, 

Storms Co., H. M. 

Swift Business Machines Corp. 
Swingline, Inc. ; 
Systematics, Inc. 
Systemation Div., 


inc. . 


Inc. 


Ross-Martin Co 


Tab Products Co. 

Teletype Corp. .... 

Thomas Collators, Inc. 

Thomas Collators, Inc. (Portable) 
Torpedo-Werke A.G. 

Traveletter Corp. . 

Typewriter Sundries Co., 


Underwood Corp. 
United States Envelope Co. 


Vari-Typer Corp. 
Veeder-Root, Inc. . 
Victor Adding Machine Co. 


Wassell Organization, Inc. 


Watkins Industries .. 
Weston Co., Byron 
Wiemer's, Inc. .. 
Wilson Jones Co. .... 


IN HANDY VOLUME FILES 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy (June 
and December); two files hold an en- 
tire year’s issues. Files are reusable. 
Unconditionally guaranteed. Postpaid 
in U.S. 


I File (for six months' issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7.00; 
6 Files for $13.00. 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


files. | enclose 


City 
. State 


Bill Me [7] 


Inner Front Cover 
220 


48 


171 
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FILE YOUR COPIES OF he Office 
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The general public's growing use of credit 
cards as a method of making retail purchases is con- 
ditioning people, even those who do not yet use 
credit cards but who hear about them, to the time 
when settling for the purchase of consumer goods 
will be entirely a clerical operation. When retail 
stores have fully automated their procedures, cur- 
rency will be unnecessary and the crime known as a 
"hold-up" will become a legend since no one will 
have an accumulation of cash. At this future date, 
anyone making a purchase for cash will be the subject 
of curiosity and will probably have to go to a 
special department in the store where a small supply 
of change will be kept, 

Now let's carry our fantasy (?) astep farther 
and relieve the consumer of even the clerical work 
of paying his bills, by putting the burden on the 
automated office of his employer. A central agency 
will act as clearing house for data coming from the 
stores in some form such as magnetic tapes. Data 
will be sorted and routed (via family credit 
numbers) to the breadwinners' employers in a form 
compatible with their automatic payroll systems. 
Employees won't receive any pay—just a statement 
indicating how much for taxes and purchases has been 
deducted from their accounts, and how much remain- 
ing has been deposited to their credit in a bank. 
They may spend more than they make and pay off plus 
interest on future paydays, or dip into their sav- 
ings. Why should employers ever do this? It might 
help all business, as well as employee morale, and 
not entail much extra work in an automated system. 
Employers are already withholding federal income 
taxes, income taxes in 16 states and many other 
items, 
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Every $100 you waste on the Paper Work Monster 
is like burning the profits on $4,160 in sales!” 


* Records Management Institute, New York |, N. Y 


New DITTO* offset duplicator offers 


the fastest, surest way to put out profit fires! 


New DITTO L-16 cuts hundreds of dollars off printing bills— 
gives “print shop” quality on anything written, drawn or photo- 
graphed—uses low-cost paper or metal mats—duplicates in black 
and white or color—any size sheet or card, 12’’ x 14’ to 3’ x 5” 
—has new features that make it especially adaptable to systems 
work—for complete facts, mail coupon below! 


» 


At the touch of a key, the new DITTO L-16 starls operation, makes copies © 
fo a predetermined count, cleans blanket and stops—all automatically? 


O 
&s. Ditto. 


the helping hand for modern 


DITTO, INC., 6810 McCormick Rd., Chicayo, III 


1 the DITTO L-16 offset dug ] 


i 
' 
‘ 
' 
! 
' 
' 
' 
‘ 
i 
i 
! 
‘ 
' 


For More Information Circle No. 345 
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Busy executive or busy-bee secretary ...no pressure or punishment 


is too tough for the Royal Electric. Precision printing and pinpoint accuracy 


dress up your letters. Exclusive conveniences like Magic” Margin and Twin- 


Pak®—the instant-changing ribbon—save time and fuss. Over 100 type styles; 


a one-year guarantee. Call your-Royal Representative for a demonstration. 


J R | 

ou want the * Kleetrie! 

i « a 4 & 
PRODUCT OF ROYAL MCBEE CORP WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 


For More Information Circle No. 218 





